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1 IIACIIOPT ®OH/JIA OLIEHOYHBIX CPEJCTB I10 YY4EEHOM
AUCLHUIIJIMHE
JlOKyMeHTalMOHHOe O6ecrneyeHe ynpaBJaeHus

1.1061mue noJjIoKeHus

OueHo4YHble CpejcTBa pa3paboTaHbl B COOTBeTCTBUU ¢ PesepasibHbIM
roCcyZilapCTBEHHbIM 06pa3oBaTeJIbHbIM CTaHJ[apTOM cpefHero
npodeccuoHa/ibHOTO o06pa3oBaHus (ganee - @OI'OC CIIO) ) no
cnenuanbHocTu 38.02.04 KommMmepuusa (mo otpacism). OlieHOYHbIe CpeJicTBa
npefHa3Ha4YeHbl AJ1 KOHTPOJIS M OLleHKH 00pa30BaTesbHbIX JOCTHXKEHUU
00y4arLUXCH, OCBOHWBIIHX nporpaMMy  y4e6GHOU JUCIUIIIAHBI
JlokyMeHTalMOHHOE 0becreyeHue yIpaBeHuUs.

OueHoO4YHblE CpeJACTBAa BKJ/KYAIOT KOHTPOJIbHBbIE MaTepUasbl JJs
NpoBeJleHUs NMPOMEKYTOYHOU aTTecTauuu B popMme U PpPepeHuPOBaHHOTO
3ayerTa.

1.2Pe3y/ibTaThl 0CBOEHUS AUCHMILIMHBI, NOAJIeKalllie MpPOBepPKe.
PacnpeaeneHrne OLEeHUMBAHUsS pe3yJbTaTOB OOy4YeHUs MO BHUJAAM
KOHTPOJISL.

Pe3ysibTaThl 06yyeHus (ocBoeHHble | Buj artectanuu | OCHOBHbIE TOKa3aTeJNU OLLEHKU
yMEeHHUs1, yCBOEHHbIE 3HaHUS) ] pe3y/bTaToB
TeKyLU} MPOMest
Y1. odopmasaTb W NOpOBepsTH | + + -opopMJieHHE 0/J1aHKOB B
NPaBUJIbHOCTb odopMIeHHUs COOTBETCTBUMU C IpPaBUJIAMH,
JOKYMEHTAallUMd B COOTBETCTBUM C n3ssnokeHHbIMU B ['OCTe P6.30 -
YCTaHOBJIEHHBIMU TpPebOBaHHUSIMHY, 2003, C UCII0JIb30BaHUEM
B TOM 4Ucie VCII0JIb3YA TekcToBoro pepaktropa WORD;
MH}OPMalLlMOHHbIE TEXHOJIOTHH; -BBIIIOJIHEHHE OTHpPaBKH
CO3JaHHbIX 6JIaHKOB Ha
paboyee MecTO NpemnojaBaTess
oCpeACTBOM 3JIEKTPOHHOM
MOYTHI.
+ -HU3JI0KeHHe PEKBU3UTOB
OpraHMu3alnMOHHbIX
JIOKYMEHTOB;
-XapaKTepHUCTHUKA pas/iesioB
YcraBa;
-pa3paboTka Ha OCHOBe
KBanndpukamoHHbIX
TpeboBaHUU JIOJDKHOCTHOM
WHCTPYKLUH;
-opopMJieHHE TUTYJIbHOT'O
JIUCTA JOJIKHOCTHOH
MHCTPYKUUHU u BU3
03HaKOMJIEHHS.
+ + opopmyieHUE
pacnopsiiuTe bHbIX U
CpPaBOYHO-UHPOPMAIMOHHbIX




JlIOKyMEHTOB, C
WCII0JIb30BAHUEM  TEKCTOBOTO
pefaKTopa WORD.
BeinosiHeHUue OTIPaBKHU
CO3/IaHHBbIX [JIOKYMEHTOB Ha
pabodee MecTo mpenojaBaresis
OCpe/ICTBOM 3JIEKTPOHHOM
HOYThI

Y.2 npoBoguTh
aBTOMAaTHU3UPOBAHHYIO 06pabOTKy
JlOKYMEHTOB;

-BBIIIOJIHEHHE PETUCTPALUU U
pacChblJIKU JJOKYyMEHTOB 110
CNIKCKaM B
aBTOMAaTU3MpPOBAaHHOM

pexuMe;

-opranusanus 3pPeKTUBHOTO
KOHTPOJIS 32 HCIIOJTHEHUEM
JIOKYMEHTOB B
aBTOMATHU3HWPOBAaHHOM

pexuMe;

-OCyI1leCTBJIEHHE MTOMCKA
JIOKYMEHTOB B
aBTOMATU3MpPOBAaHHOM

pexuMe;

-BBbIIIOJIHEHHE OTIpPaBKH
CO3/JaHHBIX paHee [JOKYMEHTOB
Ha pabouee MeCTO
npenojaBaTesis  NOCPeACTBOM
CHCTEMbI 3JIEKTPOHHOTO
JIOKyMEHT0060pOTa.

Y.3 ocy1ecTBAATh XpaHEHHE U
NOUCK IOKYMEHTOB;

BBITNIOJIHEHH E perucrpaunuu
BXO/JdIIeH, Ucxoasien u
BHYTpPEHHEHN JOKYMEeHTal U1

-COCTaBJIEHUE 3aroJIOBKOB /JieJl
Jist cUCTeMaTHU3aLuu
JIOKYMEHTOB U
MHPOpPMaILMOHHO-CIIPAaBOYHOU
paboThI 10 JOKYMEHTaM;

- onpejeseHHe CPOKOB
XpaHeHuda Jen 1o IlepeuyHto
THUIIOBBIX yIpaBJleHYeCKHUX
JIOKyMEHTOB

-obopmsieHHEe 3aBEPUTESbHOTO
JIUCTA JIeJ1a;

-opopMJIeHHE  ONMUCEH e
IOCTOSIHHOTO U BPEMEHHOTO
CPOKOB XpaHeHHUs;

-odpopMIeHHE aKTa 0

Bbl/IeJIEHU U Jien K

YHUYTOXKEHUIO;

-odopMyieHHE 06JI0XKKH JeJa.
Y.4 ucnosb3oBaTh -BbINIOJIHEHHUE OTIPaBKHU

TE€JIEKOMMYHHUKAIIlMOHHbIE

CO3/1aHHbIX paHee AOKYMEHTOB




TEXHOJIOTUU B 3JIEKTPOHHOM Ha pabouee MeCTO

JIOKyMeHT00060pOTe. npenojaBaTesisi  HOCPeJCTBOM
3JIEKTPOHHOM MOYThI U CACTEMbI
3JIEKTPOHHOTO
JIOKyMeHT0000pOTa..

3.1 oOCHOBHble TIOHATHSA: LY, + U3noxeHne mNOHATHUA, LeseH,

3a/1a4u U HNPUHIUIIBI 3aj1a4 1% NPUHIUIIOB

JIOKYMEHTALlMOHHOT0 obecrnevyeHust JleJIONPOU3BO/ICTBA

yIpaBJIeHUS;

3.2 CucteMbl JOKYMEHTALMOHHOT' O + Uznoxenue [IpaBuUJI

obecneyeHUs yrpaBJeHUs, UX odopmieHHUs cucTteM

aBTOMAaTHU3aLUIO JIOKYMEHTALMOHHOTO
obecneyeHUs yrpaBJaeHHUs

3.3 Kitaccudukanuio JOKyMeHTOB + Uznoxenue KJaaccupUKaluu
JIOKyMEHTOB

3.4 TpeboBaHUS K COCTABJIEHUIO U + Uznoxenue npaBuUJI

opopMJIEHHIO JOKYMEHTOB odopMIeHHs JIOKyMEHTOB,
persiaMmeHTUpoBaHHbIX ['OCToMm
P6.30-2003

3.5 Opranusanuio + H3oxeHue TEeXHOJIOTUH

JIOKyMeHT00060poTa: IpueM, npuema, 06paboTKH,

06paboTKY, perucTpalmio, peructTpauuyd JOKYMEHTOB U

KOHTPOJIb, XpaHEHMeE JOKYMEHTOB, OpraHu3alMu KOHTpPOJIg 3a UX

HOMEHKJIATYPY AeJ VCIIOJIHEHHEM

+ U3noxeHue  TpebGOBaHUU K

dbopMupoBaHUI0 U 0GOPMJIEHHIO
Jlen [ UX TOATOTOBKU K
XpaHEeHUIO 1’} BU/|0B
HOMEHKJIATYPHhI el

1.3 PacnpejesieHue TUIIOB KOHTPOJIbHbIX 3aJaAHUM 110 3/IEMEeHTaM

3HAHUUW U YMEHU

Homepa u TeKkyuiuii KOHTPOJIb [IpoMeKyTOYHBIN KOHTPOJIb
HauMeHOBaHUS Kop Kop,
paszesios, TEM. Tun v Tun 51

KOHTPOJIbHOT | HAaUMEHOBAH | KOHTPOJIbHOT | HauMeHOBaH

0 3aJlaHus Ve yMEeHUH, 0 3a/jlaHU s ve YMeHHUH,
3HaHUU 3HAaHUU
‘ Pasaen 1. loKkyMeHTUpOBaHUe

BBeaenue \ 17 3.1
Tema 1.1 [loHsaATHE O - -
AOKYMEHTAaX U 17 3.1,3.2,33
croco6ax
AOKYMEHTHUPOBaHUSA
Tema 1.2 Tpe6oBaHUs - -
K AoKyMeHTaM. CocTaB 17,13 y1,v.4,3.4




PEKBH3UTOB
CJIyKeOHOro
JAOKyMeHTa

Tema 1.3
OpraHu3anMOHHO- 17,13
pacnopsauTebHas
JAOKYMEeHTalMs

¥1,¥.4,3.4

Tema 1.4
JOKyMeHTHUpOBaHUEe 17,13
TPYAOBBIX

NMPaBOOTHOIEHUM

3.4

Tema 1.5 PuHaHCOBO-
oyxrajarepckas 17,13
AOKYMeHTalus

Y1, ¥V.4,34

Tema 1.6
JloKyMeHTauuA no 17,13
BHENTHE3KOHOMHYECK
oM JeATe/IbHOCTH

Y1, Y4,34

Pa3gen 2. TexHo0orusa pa6oTsl

C ,aoxyMeHTauneﬁ Ha nNpeAlNpUuATHHA

Tema 2.1 Opranusauus 17,13
pab6oThI C
AOKYMEHTaMH

y.3,35

4

¥1,3.1,3.2,
3.4

Tema 2.2 Tekymee 17,13
XpaHeHHe JOKYMEHTOB

y.3,35

Tema 2.3 O6pa6oTKa 17,13
Ae as
nocJjaeAymonmero
XpaHeHMs

y.3,35

Tema 2.4 OcHOBBI 13
OpraHusanuv
MHPOPMALMOHHBIX
TexHoJsioruu. Cpeacrsa
OpraHu3alMOHHOM
TEXHUKH

y.2

3.5

AudPepeHuupoBaHHBI -
¥ 3a4eT

19

¥1,3.1,3.2,
3.4,3.5




2 CNELIUPUKALIMA OLIEHOYHBIX CPEJICTB
,Z[J'IH TEKylmero KOHTpPoJid HUCIIO0JIb3yeTCA: OIMPOC, OL€HKA BBIITOJIHEHUA
HpaKTI/I‘-IECKI/IX, KOHTpOJIbeIX pa60T, OEeHKa CaMOCTOHTeﬂbHOﬁ pa6OTbI 5!

Jipyrue.
Ana IPOMEXKYTOYHOU aTTecTayuu UCII0JIb3YeTCH:

JudpdepeHIIMPOBaHHbBIN 3ayerT.

3 MATEPHAJIbI /1 TEKYIIIETO KOHTPOJIA 110 YYEBHOH
AUCHUIIJINHE

IIpakmuueckoe 3ausamue N1

Tema: cocmasieHue o6uwjezo 6/1aHKa U 6, 1aHKA CAYHCEO6HO20 nucbMd
KOHKpemHoll op2aHu3ayuu
3ajaHue:

1 CocTaBuTb OOLIMKU OJIAaHK KOHKPETHOW opraHusauuu B popmate Word
0 HCXOJAHBIM JAaHHBIM Ha ¢. A4, HCNOJb3ys IMPOJOJbHYI CXEMY
pPacnoJioXKeHus: peKBU3UTOB.

2. CocTaBUTb OJIaHK MHCbMa KOHKPETHOW opraHu3anuu B popmate Word
0 MCXOJAHBIM JaHHbBIM Ha . A4, ucCno/b3ysd YIJOBYIO CXeMY
pacnoJiokeH!s1 PeKBU3UTOB (PacnoJio’KeHUE CTPOKH - IIEHTPOBAHHOE).

3. CocTaBUTb OJIAaHK KOHKPETHOT'O BHU/Ja JOKyMeHTa (MpUKasa) B popmarte
Word no ucxofHbIM JaHHBIM Ha ¢$.A4, MCco/1b3ys YTJIOBYHO CXEMY
pacnoJioKeHWs PeKBU3UTOB (pacroJsioKeHHUe CTPOKH - pJiaroBoe).

4. YKasaTb pas/inuus Mexay 00IMM 6JJaHKOM U 6JIAaHKOM CJIy»KEeOHOTO
nucbMa.

5. BbINOJIHUTBE OTHpPaBKy CO3JAHHBIX 0JIAaHKOB  Mpeno/iaBaTesito
NIOCPE/ICTBOM 3JIEKTPOHHOM MOYTHL.

HcxooHble 0aHHbIe 0415 cocmassieHus 6.1aHK08
BapuaHnT 1
MUHUCTEPCTBO KyJbTYpPbl M MacCCOBbIX KOMMYHHMKauuu Poccurickou
Qenepanun; PenepanbHoe apxMBHOe areHTCTBO; PocapxuBb; 103132, MockBa,
ya. UnbuHKa, oM 12, Ten.: 206-35-31, daxkc: 206-55-87, OKIIO
1047710027683, OI'PH 5749830129068, WMHH /KIIIT
7710474216/771001001

BapuaHT 2
«3JIEKTPOCBSA3b» POCTOBCKOM 06JIaCTH ; OTKPbITOE aKIIMOHEPHOE 061 eCTBO;
344082 PoctoB-Ha /[lony, nep. bparckui, ten.: (863) 244-26-11, 244-27-01;
bakc: 267-66-71. e-t elect@donpacaru: OKIIO 02747280, OI'PH
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1046600480759, UHH/KIIII 7708033140/771001001

Bapuanr 3
MB/l Poccuy; I'YB/L r. MockBbI; YipaBjeHye BHYTpeHHUX Je 0ro-BoctoyHo
aJIMUHUCTpPAaTUBHOro oOkKpyra; OTaen 1no 6opbbe C 3KOHOMUYECKHUMH
npectymienuamu: 10944 MockBa, CopMOBCKMM mp-T, A0oM 13, KOpIL.2, TeJl.
709-23-60. ¢akc 317-90-72, OKIIO 02842708, OI'PH 1027700380795,
MHH/KIIIT 7708033140/771001001

BapuaHT 4
[IpaBuTenbcTBO MOCKBBI; YnpaBjeHUe MO JejlaM HapY»XHOM peKJiaMbl,
nHpopmauuu odopmseHUss roponaa; locymapcTBeHHoe  YHUTapHOe
npeanpusatue «l'opojckasg pekysama uHpopmauus»; 194007, MockBa, y.J.
[Ipodcor3uas, gom 82, Tes./dakc 718-78-74. E-ta mail rt)vniidad.ru; OKIIO
02842708, OI'PH 1027700380795, UHH/KIIII 7708033140/771001001

BapuaHT 5
AKIMOHEepHbIA KOMMepYeCKHMM cbOeperaTesibHbli 0aHK Poccuiickon
Qenepauuu; XamoBHUYecKoe oTaeseHue; 121002, MockBa, nep. CuBIEB
Bpaxek, aom 29/16; Ten. 241-71 01, Tteneraiim: 207865 KONKR RU,
Tesedakc: 241-41-72; OKIIO 1047710027683, OI'PH 1046600480759,
WMHH/KIIII 7710474216/771001001.

BapuaHT 6
Apmunuctpayuss PoctoBckoid o06J1acTM, MHUHHCTEPCTBO CTPOUTEJBCTRBA,
ApPXUTEKTYPbI KUJIUIUHO-KOMMYHAJIbHOTO X03KUCTBa; 344007. r. PocTHuB-Ha-
Jony. ya. Coumanuctudecka; oM 82; tesn/dpakc (095) 789-78-75, E-mail: mail
a__ viiiida]J.ru. OKIIO 02842708,0'PH 1027700380795, WHH/KIIII
7708033140/771001001.

Bpems Ha BbInnoJsIHeHUe: 90 MUH.
IlepeyeHb 06 BEKTOB KOHTPOJIS

HaumeHoBaHue OCHOBHBIE NI0Ka3aTe/JH OLLeHKHU
00'bEKTOB KOHTPOJIAA M pe3yJ/ibTaTa
Y1. odopmasatb u mnpoBepATh| OpopMiieHUe 6JJAHKOB B COOTBETCTBUM C
MPaBUJIbHOCTb obopMJieHUs |TpaBUIaMy, udnoxkeHHbIMU B [OCTe P6.30 -

JOKyMeHTanuu B cooTBeTcTBUM €|2003, c MCIOIb30BAaHUEM TEKCTOBOTO
yCTaHOBJIEHHBIMHU TpeOboBaHUsAMH, B|pegakTopa WORD

TOM qucie WCII0JIb3YS
MH$OpMalLMOHHbIE TEXHOJIOTHUHY;

Y.4 ucnosib3oBaThb -BbIIIOJIHEHHWE OTIIPABKKW CO3AAdHHBLIX paHee
TeJIEKOMMYHUKAallUOHHbIE AOKYMEHTOB Ha pa6oqee MECTO
TEXHOJIOTHYH B 3JIEKTPOHHOM npemnoaaBaTtesid MnmocpeacTBoOM SHGKTpOHHOﬁ
,ZLOKyMeHTOO60pOTe. ITOYThI H CHUCTEMbI 3JIECKTPOHHOTI'O
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Kputepuu oneHKu:
- [IpaBusibHO 0OpMJIeHHBIE OJIAHKUA OLLIEHHMBAIOTCA HA «3aYTEHOY.
- HenpaBuJibHO 0popMJ/IeHHBIE OJIaHKKM HaNpaBJsSIOTCA Ha JOPAOOTKY.

IIpakmuyeckoe 3aHsamue Ne2
Tema: o3HaAKOM/1eHUe C Op2aHU3AYUOHHbIMU JOKYyMeHmamu, dHaau3
CMpyKmypbsl ux mekcma.

3ajaHue:

1. O3HAaKOMUTbLCA C TPYNIION OPraHU3aLMOHHBIX JOKYMEHTOB. YKa3aTb HUX
PEKBU3UTHI.

2. O3HaKOMUTBCA C TEKCTOM ycTaBa. /JlaTb XapaKTEPUCTUKY KaXKIOMY
pa3feJsy ycTasa.

2. Pa3zpaboTariTe Ha ocHOBe KBasimprKalMOHHBIX TPeOOBAHUU AOJKHOCTHYIO
VHCTPYKIIUI0O Ha OJIHY W3 KaTeropuu OQHUCHBIX CayxkaliuxX. [ o/KHOCTHas
WHCTPYKIUS AOKHA ObITh 0POpMJIeHA B COOTBETCTBUU C YCTAHOBJIEHHBIMU
TpeObOBaHUSAMH, C TUTYJbHBIM JINCTOM U BU3aMU 03HAKOMJIEHHUS.

HcxodHble daHHbIe 0151 cOCmaes/ieHUs1 00/1HCHOCMHOU UHCMPYKYyuu

Tpe6oBaHuAa K KBaiuPpUKauMM. CpeHee npodeccrioHa/bHOEe 0O0pa3oBaHUe
Y CTaXX paboThI MO AeJIONPOU3BO/ICTBY HE MeHee 2 JIeT.

BYXTAJITEP-PEBHU30P

JO>)KHOCTHBIEe 003aHHOCTU. OCyllecTB/IsIeT B COOTBETCTBUM C e -
CTBYIOIIMMU MOJIOXKEHUSIMU U UHCTPYKIMSIMHU IJIAaHOBBIE U 10 ClelMalbHbIM
3aJlaHUsIM  JIOKYMeHTaJlbHble  PEeBU3UM  XO39UCTBEHHO-QUHAHCOBOH
JleITeJIbHOCTY TPEeANPUATHN MO0 BeJeHUI0 OyXraJTepCKOro y4yeTa UMylle-
CTBa, 00513aTeJIbCTB U XO3IMCTBEHHBIX Olepalyy, a TaKxe Mojpas/eseHUun
npeAnpyUAaATUNA, HAXOAALMUXCA HAa CaMOCTOATeJbHOM OasiaHce. CBOeBpeMEHHO
obopMJIsieT pe3ysbTaTbl PEBU3UU U MPEACTABASAET UX B COOTBETCTBYHOLHE
VHCTAHUUU OJis IPUHATHUSA He0O0X0JUMbIX Mep. JlaeT onepaTUBHbIE YKa3aHUSA
PYKOBOJUTEJNISIM pPEBU3YEMOTO O00BbeKTa 00 YCTPAaHEHUU BbISIBJIEHHBIX
HapylleHUWH U HeAOCTAaTKOB, IMPOBEJEHHUU KOHTPOJIbHBIX MPOBEPOK
BbINIOJIHEHHbIX paboT. KOHTpo/MpyeT JOCTOBEPHOCTb y4yeTa MOCTyNaroL{UX
OCHOBHBIX CpeJACTB, TOBAapPHO-MaTepUa/IbHbIX I[€HHOCTEX U [JEHEXHbIX
CpeACTB, CBOEBPEMEHHOe OTpaKeHHe Ha cyeTax OyXrajJTepCcKoro ydera
onepanyy, CBA3aHHbIX C MX /JBWXKEHUEM, MPaBUJIBHOCTb pPaCXOJ0BaHUA
MaTepHasioB, TOIJIUBA, 3JIEKTPOIHEPTHH, JEHEXKHBIX CPEACTB, COOJIIOJEeHUS
CMeT pacxoJi0B, MOPSAJOK COCTaBJIEHUS OTYETHOCTU Ha OCHOBE NEPBUYHbIX
JIOKYMEHTOB, a TakKXe OpraHu3alyi0 MpPOBeJeHUs WHBEHTApU3alUHd U
OyxraJTepckoro ydera B MNOJpasfie/IeHUAX MNpeANpUATHS, a TaKkKe
cobJII0/leHre CPOKOB HAYMCJIEHUS HAJIOTOB U COOPOB U BBIIJIAThI 3apab0THOU
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IJIaThl. YYacTBYeT B pa3paboTKe U OCylleCTBJIEHHUU Mep, HallpaBJeHHbIX Ha
noBbilleHHe 3(PEeKTUBHOCTU HCINOJIb30BaHUSI (PUHAHCOBBIX CPEACTB,
yCUJieHHWe KOHTPOJI1 3a XO035IMCTBEHHO-QUHAHCOBOW JeTeJbHOCTbIO
npeAnpUsTHUs], obecriedeHre COXPAaHHOCTU COOCTBEHHOCTU MpeANpUSTUSA U
NpaBUJbHOM oOpraHusanuu OyxrajaTepckoro yyerta. [IpuHUMaeT He-
06X0Mble MephI M0 UCI0JIb30BAaHUIO B paboTe COBPEMEHHBIX TEXHUYECKHUX
cpefctB. KoHTposupyeT [efTe/IbHOCTb pPaOOTHUKOB MNpPeANpPUATUS IO
BOIIPOCaM BeJleHUsl OyXraJTepPCKOTo yueTa U OTYETHOCTH.

Jlo/KeH 3HaTh: 3aKOHOJlaTesibHble aKThbl, TOCTAHOBJIEHUS, pacnops-
»KE€HHS, MPUKa3bl, pYKOBOJsIIME MeTOAUYECKHEe U HOPMAaTUBHbIE MaTepUaJibl
10 OpraHU3alMU OYXraJTepCKOro yyeTa U COCTaBJI€HHUIO OTYETHOCTU; GOPMBbI
Y MeTO/ibl OyXraJITeEPCKOro yyeTa U aHa/in3a X03WUCTBEHHOU e TeJIbHOCTH
Ha MpeANpUsTHU; MOPSAAOK NpPOBeAEHHUS [AOKYMEHTAJbHbIX PEBU3UU U
IPOBEPOK, NPAaBUJIbHOCTb BeJleHUs1 OYXTraJTePCKOTO y4yeTa, 0053aTeJbCTB U
X035IMCTBEHHBIX ONepalyi; OpraHU3alUl0 JAOKYMEHTO00060pOTa U MNOPSAJOK
JIOKyMEeHTaJIbHOTO 0QOpPMJIEHUSI U OTPaXeHUsl Ha CcyeTaxX OyXraJaTepCcKOro
ydyeTa ofmepalui, CBSI3aHHbIX C JBUXKE€HHEM OCHOBHBIX CpPEJCTB, TOBApHO-
MaTepHaIbHbIX [IEHHOCTEHN U JIeHEeXXHbIX CPEeJCTB; IJIaH U KOPPECIOHIEHIIUIO
CYeTOB; (QUHAHCOBOE M XO3SIMCTBEHHOE 3aKOHO/JATEJIbCTBO; 3KOHOMMKY,
OpraHu3alyi NPOWU3BOJACTBA, TPYyZAa U yNpaBJIEHUs, PbIHOUYHbIE METO/bI-
X035MCTBOBAHUSA; TMpaBWJa 3KCIJyaTalldd BbIYUCIAUTENbHONW TEXHUKHU;
3aKOHO/JATEJbCTBO O TPYy/e; IpaBUJia U HOPMbl OXpaHbl TPY/a.

Tpe6oBanua K KBajMpuKanuu. byxranatep-peBusop | kareropum:
BhicIlIee NTpodeccuoHalbHOEe (3KOHOMUYECKO€e) 06pa30BaHUeE U CTaXK pabOThI
B JIOJDKHOCTHU byxrajTepa - peBu3opa Il kateropruu He MmeHee 3 JieT.

ByxranTep-peBusop Il kareropuu: Bbicliee npodeccuoHaTbHOE
(sxoHOMHYEeCKOe) 0Opa3oBaHUe, 6e3 mpefbsBJIeHUS TPeOOBAaHUU K CTaXy
paboThl WK CpeJHee MpodecCuoHa/TIbHOE (3KOHOMUYECKOe) 06pa3oBaHUE U
CTax paboThI B JOJDKHOCTH OyXraJTepa-peBrU3opa He MeHee 3 JIET.

HepocTarouiye peKBU3UTHI YKOXKUTE CaMOCTOSITEbHO.

Bpems Ha BbInnosiHeHUe: 90 MUH.

IlepeyeHb 06BEKTOB KOHTPOJISI

HaunmeHoBaHue OcHOBHBIE IOKa3aTe/Jy OLEeHKHU
06'bE€KTOB KOHTPOJISA U pe3yJibTaTa
Y1. odopmaare u npoBepAThb|Pa3paboTka Ha OCHOBe
NpPaBUJIIbLHOCTb opopmiienus | KBanndpurkanmoHHbIX Tpe6OBaHUN

AOKYMEHTALUHKU B COOTBETCTBHUHU C ,ZLOJI)KHOCTHOI‘/JI HHCTPYKLHH, OCl)OpMJleHI/Ie
YCTaHOBJIECHHBIMH Tp€60BaHI/IHMI/I, B(TUTYJIbHOT'O JIUCTA U BU3 O3HAKOMJIEHHUA.
TOM qucJjie HCIIOJNIb3yA H3noxxeHue PEKBU3UTOB OPraHrM3allMOHHDBIX
HHPOPMaLIMOHHbIE TEXHOJIOTUH; JOKYMEHTOB. XapaKTepUCTHKA pPa3/ieoB

Kpurepuu oneHku:
- [IpaBUIbHO OpOpPMJIEHHBIE OJIAHKK OLIEHUBAKOTCA HA «3a4TEHOY.
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- HenpaBusibHO opopMiieHHbIe 6JIaHKKM HAMpaBJISIIOTCS Ha J0PabOTKY.

IIpakmu4eckoe 3ausamue N23
Tema: opopmiieHHe IPUKa3a 10 OCHOBHOH AeATE/TbHOCTH

3aJlaHueE:

1. CoctaBuTb M 0QPOPMUTH IMpPHKaA3 IO OCHOBHOU [JIeATEJbHOCTH B
dopmare Word 1mo HMCXOAHBIM JaHHBIM, HCIOJIb3ys YTIJIOBYIO CXeMY
pacrnoJsioKeHUsl peKBU3UTOB (pacmoJiokeHue CTPOKH - ¢JyiaroBoe).

2. YKasaTb peKBU3HUThHI NpHKa3a. /laTb XapaKTepPUCTUKY PEKBU3HUTY TEKCT.

3. BbINOJIHUTD OTIIPABKY CO3JIaHHOTO IMPHKa3a [0 OCHOBHOM /IeSITe/IbHOCTU

IPEero/aBaTesIo MOCPEICTBOM 3JIEKTPOHHOM MOYTHI.

Hcxo0Hble OdaHHble 041 cocmaeJjeHusi npuka3a no OCHOBHOII
dessmeabHOCMU

Bapuant 1

CocTaBbTe MNpOEKT IMpUKasza N0 IJJEKTPOBAaKYyMHOMYy 3aBOJy 00
YCTAaHOBJIEHUM €JWHOr0 peXuMa paboThl ILeHTpPaJbHbIX CKJIaZoB. B
KOHCTATUPYIOIEXM YacTH OTMEeTbTE, YTO OTIYCK LeXxaM MaTepUaJioB CO
CKJIaJl0OB NpeANpUATHS B TedeHHe pabodero AHA HapyllaeT HOPMaJIbHYIO
paboTy CKJIaJCKOTO ammaparta. B pacnopsiiuTe/NbHONW YacCTU YKaXKUTeE
KOHKpETHbIE Yachl OTIYCKAa MaTEPUAJIOB CO CKJIaZ0B, HA30BUTE KOHKPETHDIX
JIOJDKHOCTHBIX JUL, (B IUPEKLUH U LjeXax), KOTOpble OTBEYAKOT 3a MEPEBOJ,
CKJIaJIOB Ha 00J1ee palMOHaJIbHbIM PEKUM PabOTHL.

OcTanpHble MYHKTBI B PacCNOPAAUTENbHONW YaCTHU U Jpyrue peKBU3UTHI
YKaXKUTe CAMOCTOSATEJILHO.

BapuaHT 2

CocTaBbTe NPOEKT MpHUKa3a MO0 CTPOUTEJSbHOMY KOONEPATUBY «3aIyCK»
O HEeNpaBWJIbBHOM MCII0JIb30BaHUU CTPOUTEJIBHBIX OTX0Z0B. Bo BBOAHOMN
4acTU YKaXKUTE, YTO NPU NPOBEPKE CKJIAJAa NUJI0OMATEPHUAIOB YCTAaHOBJIEHDI
$aKThl OTHyCKAa B KOTEJBbHYH [JIl CKUTAHUS OTXOJOB MUJIOMAaTepHUasioB
fyanuHoM cBhille 20 cM.. B pacnopsaauTesbHOM 4acTy ciefyeT NpenJoKUThb
3aBe/yIOIEMYy CKJIaJlOM OpPraHuM30BaThb paboOTy MO peajnd3allUd OTXOJ0B
YaCTHBIM JIMIAM.

OcTasibHble MYHKTBI B PacnOpsAUTENbHON YaCTHU U JIpyTUe PEKBU3UTHI
YKaXUTe CAMOCTOATEJILHO.

BapmaHnT 3

CocTaBbTe MPOEKT NMpPHKa3a 06 UuTorax paboTel ¢ JokyMeHTaMu B 2008
rogy B OAO «PoguHa». B KOHCTaTUpymOLlel 4acTU YKaXXUTE Ha HU3KYIO
TpeOOBAaTEJbHOCTb  PYKOBOJAMWTEJEU  MOApa3fesJieHUM K  KadecTBY
NOATOTOBKA JOKYMEHTOB M KOHTPOJIA 3a WX HCHOJHeHHeM. B
pacnopsiiMTeJbHOM 4YacTM o0OpaThTe BHUMaHUe pYyKOBOAWTesNed Ha
NOBBILIEHHE .TPeOOBATEJbBHOCTU K pAabOTHUKAaM B YacTA paboOThl C
JlIOKyMeHTaMu.  JlaiTe  3afaHhe  pabOTHUKY, OTBevyawlleMy  3a
JleJIONPOXU3BO/ICTBO,  pa3paboTaTb  METOJHUYECKOE  PYKOBOACTBO IO
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YJY4IIEHWI0 3TOW pabOThl U yCTAHOBUTb KOHTPOJIb 33 COOJIIOJEHUEM TP
.00BaHWM MHCTPYKIUHU.
OcTasibHbIE YHKTHI B PacnOpSAATENBHOU YaCTU U JIpYTUE PEKUU3UTHI
YKaXKUTE CAMOCTOATEJIbHO.
BapuaHT 4
CocTaBbTe NpPOEKT yKa3zaHUsd 00 OpraHu3ayuy JexypcTBa B
npas3/iHU4YHble AHU B PoxkjecTBeHCkue mnpa3aHUuku ¢ 31 gekabpsa mo 10
ssiHBaps. B pacnopsguTesbHOM YaCTHU HEO0O6X0JUMO NPEAJI0KUTh Ha4yalbHUKY
OXpaHbl oOledyaTaTb BCe CJAYKeOHble MOMelleHHWs U 00eCneYuTb OXpaHy;
JUPEKTOPY MO NepCcoHally 00eCnedyuTh AeXypPCTBO Ha TesiepOHE TJIaBHOTO
odpuTa AOJd ONEPAaTUBHOTO pelleHHUsI BOMNPOCOB; TJIABHOMY OyXrajaTepy
OIUIaTUTh JAEXYPCTBO B ABOWHOM pa3Mepe. [IpecTaBUTh Ha yTBepKJeHHUE
rpaduk aexxypcTBa a0 31 gekabps.
OcTasibHbIe MYHKTHI B PaCHOPALUTEJbHON YaCcTU U Apyryve peKBU3UTHI
YKaKHUTE CAMOCTOSITEJIbHO.
BapuaHT 5
CocTaBbTe NPOEKT MpuKasa Mo 1kose N2 65 r. Pa3anu o npoBeaeHuu
MHBEHTapU3auuu. B pacnopaavdTesbHOU YacTU TeKCTAa MpPUKa3a YKaKUTe
cpoku npoBesieHus (B mepuoj ¢ 20.01.2009 no 25.01.2009) uHBeHTapH3aLUU
B LIKOJIE, COCTAaB MHBEHTAPU3aLlMOHHOU KOMMUCCUH, CPOK MpeACTaBJIEHUS
aKTa [0 UToraM paboThl KOMUCCHU U OTBETCTBEHHOTO UCIIOJIHUTEJIS.
OcTasibHbIe NIYHKTHI B PaCHOPALUTENBbHON YaCTyU U Apyryve peKBU3UTHI
YKaKHUTE CAMOCTOSITEJILHO.
BapuaHT 6
CoctaBbTe npoekT npukasa no 000 «CurHa/iamiacT» O MNOATOTOBKA K
eXeroJHoMy ceMuHapy. B pacnopaavTesbHOM 4YacTH TeKCTa IpUKasa
YKQXKWUTE, YTO JUPEKTOP MO MApPKETHUHTY [JOJDKEH MNpPeJCTaBUTb TE3UCHI
JIOKJIaZIOB  CIEelUAJUCTOB - MapKeTOJIOTOB MO0 3apy0eXHOMY pPbIHKY;
CeKpeTapb TeHepaJibHOTO JUpPEKTOpa [OJDKEH [MOArCOTOBUTH  IJIaH
OpPraHM3allMOHHbIX MEPONPUATUNA [0 NPOBELEHUI0 CEeMWHAapa; [JIaBHbIA
OyxrajTep JOJDKEH COCTaBUTb CMeTy pPacXOJOB IO OpraHu3aluu paboThl
CEeKIIMU U NPOBeeHUIO 3aK/II0OUMTEbHOT0 OAaHKETA.
OcTasibHbIE IYHKTHI B PAaCHOPAAUTENBHON YaCTU U [pyrue peKBU3UTHI
YKXKUTE CaMOCTOATEJIbHO.

Bpems Ha BbInnos1HeHHUe: 90 MUH.

IlepeyeHb 06BEKTOB KOHTPOJISI
HauMeHOBaHUe OcHOBHBIE MOKa3aTeJIu OIl€HKH
00bEKTOB KOHTPOJIA H pe3yjabTaTa

14



Y1. OdpopmaaTb aokyMeHTanuo B |OpopmiieHUe pacniopsAAATENbHBIX U

COOTBETCTBUU C HODMAaTUBHOU CIpaBOYHO-UH(OPMaIMOHHbIX
6a30i1, B TOM 4MCIIE C JIOKYMEHTOB, C UCI0JIb30BAHUEM
KCI0JIb30BAaHUEM TekcToBOro pegakropa WORD.

MHPOPMaLMOHHBIX TEXHOJIOTUH

-BbIIIOJIHEHHE OTIIPpAaBKHW CO3JdHHBIX paHee

Y.4 vicnosib30BaThb JLOKYMEHTOB Ha pabouee MeCTO
TeJIeKOMMYHUKALUOHHbIE npenojaBaTesisl NMOCPeACTBOM 3JIEKTPOHHOM
TEXHOJIOTMHU B 3JIEKTPOHHOM IOYTHhI v CUCTEMbI 3JIEKTPOHHOIO

Kpurepuu oneHku:
- OllEHKa «OTJIMYHO» BBICTABJSETCS OOyYamOlleMycCs, ecJu 3aJaHue
BBINIOJIHEHO 6€3 OIIHOO0K,
- OIleHKa «XOpOIIO» BBICTABJIAeTCS OOydYawIlneMycs, ecJd B
BbINIOJIHEHHOM 33/]JaHUH He 60Jie€e ABYX OIIUOOK,
- OlLleHKa «yZ0BJI€TBOPUTEJbHO» BbICTABJISIETCS 00y4alOIeMyCsl, €CJIU B
BbINIOJIHEHHOM 33/laHUU TPH OIIUOKH,
- OIleHKa «HEeYJIOBJIETBOPUTEJNbHO» BBICTABJISETCA OOy4YalOIEMYCs,
€CJIU B BbIIIOJIHEHHOM 33/]laHUU 60Jiee TPEX OIIMOOK.

IIpakmuuyeckoe 3aHamue Ne4

Tema: opopmieHue 00KAAIHbBIX 3ANUCOK U 3a518/1€HUT
3ajaHue:
1.CoctaBuTh 1 0POpPMUTH 3asiBJieHUEe B popMaTe Word mo UcxogHbIM
JlaHHBIM, MCI0JIb3y$ YIJIOBYIO CXEMY PACIOJIO)KEHUS pEKBU3UTOB
(pacnosiokeHUe CTPOKH - pJiaroBoe).
2.CocTaBUTb U 0GOPMHUTh [AOKJaJHYI0 3anucky B ¢popMmaTe Word no
MCXOJHBIM JAaHHBIM, WCIO0JIb3ys YIJIOBYIO CXEMY PACHOJIOXKEHUS PEKBU3UTOB
(pacmosiokeHUe CTPOKH - [IEHTPOBAHHOE).
3.Yka3aTb peKBU3UTHI 3aABJIEHUS.
4.YKasaTb peKBU3UTHI JJOKJIAJHOU 3alIUCKH.
5. BbINOJIHUTB OTNIPABKY CO3[AAHHBIX JOKYMEHTOB MPEeNoAaBaTesIo NOCPeACTBOM
3JIEKTPOHHOM MOYTHI.

HcxoodHble daHHbIe 0151 cocmas/ieHUus 3as8.1eHUs U 00K/1a0HOU 3anuckKu.

BapuanTt 1

3adanue 1 HanumuTe 3asaBjieHUe TexHHKa BousikoBoi B.C. o
NpeJoCTaBJIeHUU el odepeaHOro oTmycka 3a 20 ------ r.
Hepocrarue peKBU3UTHI YKOXKUTE CaMOCTOATEJIBHO.

3adaHue 2 CocTaBbTe JOKJAJHYI 3alMCKy HadaJbHUKA I[JaHOBO-
5KOHOMMHYECKOTO OT/ieJla PYKOBOAUTEJIIO IPeANPUATHS 00 06ecrieueHUH
OT/eJia YeThIPbMSsI KOMIIbIOTEPaMH.

15



He,ZLOCTaIOI_LU/Ie PEKBU3UTBI YKAXKUTE CAMOCTOATEJIbHO.

BapuaHr 2

3adaHue 1 HanuiuTe 3asiBjeHHe B NPOPKOM MpeANPUSITHS C IPOChOOM
BbIJIEJIMTh BaM IMYyTeBKY B CaHAaTOpPUH, B CBSI3U C IepeHECeHHbIM
3a60J/ieBaHUEM ONIOPHO-JBUTaTeJIbHOIO almnapara.

HenocTrarwiye peKBU3UTHI YKOXKHUTE CAMOCTOSITEIbHO.

3adanue 2 CocTtaBbTe OOKJAAHYI 3alMCKy ceKpeTapsi - pedepeHTa
PYKOBOJUTENIO MpeAlNpUsaTUs 06 yTepe paboTHHKoM CremaHoBbiM [. H.
MKUCbMa - 3alPOCa, MOCTYIMBIIErO B aZpec MPeANpUsATHSA JBa Mecslia Ha3a/,
Hepocraroliye peKBU3UThI YKOXKHUTE CAMOCTOSTEbHO.

BapuaHTt 3

3adanue 1 HanumuTe 3asBJeHHe O IpHeMe Bac Ha paboTy
5KOHOMHCTOM Ha roCy/JapCTBEHHOE MpPeANpPHUSTHE M0 CBA3U U HHGOpPMATHKE
"PoccBsisbuHpopM".

HenocTarwiye peKBU3UTHI YKOXKHUTE CAMOCTOSITEbHO.

3adanue 2 CocTaBbTe [JOK/JIAAHYI0 3alMCKy HayaJlbHUKA OTAea
PYKOBOAUTEJIIO NPeAnpUsaTUs O ¢daKTe HEBBINOJHEHUS PACIHOPSHKEHUST O
MOHTa)ke 0060pyZ0BaHHUS Ha y4yacTKe IO MPUYUHE CJIa60Oro KOHTPOJIS CO
CTOPOHBI IJIAaBHOT'O MeXaHHUKa.

Henocrariye peKBU3UTHI YKAXKUTE CAMOCTOSATEbHO.

Bapuasr 4

3adanue 1 HanumuTte 3asiBJieHME C MNPOCbOOM OCBOOGOAUTH OT
JIOJDKHOCTHU CTaplIero MHXeHepPa, B CBSA3U C YX0/JJ0M Ha MEHCHUIO.
HenpocTaruiyve peKBU3UThI YKAXKUTE CaMOCTOSITEbHO.

3adanue 2 CocTtaBbTe [JIOKJAQAHYI  3alUCKy PYKOBOAWTEJIIO
NpeANnpUsaATUs O HapylleHUU TpyAoBod aucuumanHbl O.M. MakapoBbiM,
KOTOPBIN OTCYyTCTBOBaJ Ha paboyeM mecTe 00.00.20 c o (ykasaTb
BpeMs). YKaKUTe, YTO B YKa3aHHBIU MepUOJ BpeMEHU MOCTOPOHHUE JIIOAU
NPOHUKJIA B MNPOU3BOJCTBEHHOE IOMelleHHWe ©U  OeCKOHTPOJIbHO
N10J1b30BaJIUCh UMEIIMMCS 000pyZJ0BaHUEM.

HepocTrarwujye peKBU3UTHI YKOXKHUTE CAMOCTOSTEbHO.

BapuaHT 5

3adanue 1 HanuuuTe 3asiBJieHHE B MPOKOM MpPeANPUATHS C IPOCbOOH
OKa3aTb MaTepUa/IbHYI0 NOMOILb B CBS3U C TSKeJbIM MaTepUaJbHbIM
MI0JIO’KEHHUEM B CEMbE.

HenocTaroliyve peKBU3UTHI YKAXKUTE CaMOCTOSITEIbHO.
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3adaHue 2 CocTtaBbTe [IOKJIAJHYIO 3alMUCKy 3aMeCTUTeJisl HayaJlbHUKA
KOHTPOJIbHO-PEBU3UOHHOTO OTJeJa PYKOBOJUTENH 00beJUHEHUS O
Ha3HayYeHUU [OKyMeHTa/bHOM peBu3uu B MarasuHe N2 00. B Tekcre
YKaXUTE, YTO NMPU HMHBEHTApPHU3allMU TOBapHbIX GoHA0B MarasuHa Ne 00
00.00.20 __oOHapyxeHa HeJo0CTa4ya pa3JiMuHbIX TOBApOB HAa cyMMy 25 986
pyoJien.
[IpepyioxxkuTe AUPEKTOPY HAa3HAYUTh JOKYMEHTAJbHYI0 pEeBU3UI0 TOBAPHBIX
onepanuu marasvuHa N2 00 ¢ 00.00.20__ no 00.00.20___

Henocrarwujye peKBU3UTHI YKAOXKUTE CaMOCTOATEJBHO.

BapuaHT 6

3adanue 1 Hanuiuvre 3asdgBjeHMe O MpefoCTaBJIeHUM BaM
aMUHHMCTPATHUBHOTO OTIIYCKA 10 CEMENHBIM 00CTOSITEIbCTBAM.
HepocTatoniye peKBU3UThI YKAXKUTE CAMOCTOSITENbHO.

3adanue 2CocTaBbTe AOKJIAAHYIO 3aNIUCKy Oyxraiatepa Tumomnnon U.I'.
rJlaBHOMY oyxraaTtepy ¢upmnbl «Pyoun» babudeBy H.I1. oT 00.00.20 0
npousBegeHHor TumomuHou MW.II. mnpoBepke BbINOJHEHUS IIpPUKa3a
aupektopa ¢upmbl Ne98 ot 00.00.20 «0  coCTOSIHMM  OyXraJaTepCcKOro
yyeTa Ha CTPOUTEJbCTBe 0a3bl OTAbIxa B panWoHe 06ckoro Mopsi». B
JIOKJIQJHOW 3allMCKe OOJDKHO ObIThb OTMEYEHO BBINOJIHEHME BCEX MYHKTOB
NpuKasa, 3a MCKJWYEHHWEeM IMYHKTOB 00 OpraHu3aluyd paBHOMEPHOU
eXeJJHEBHOM cJlayd paboyMMMu HapsaAoB Oyxraiatepy. llpeasoxure
YCTAaHOBUTb CPOK CAA4HW MOCJEeJHUX HApPSAJO0B 3a MPOLIJbIM Mecsl, MepBOro
qucJia ceayrlero Mecsua.

He,ZLOCTaI-OLLU/Ie PEKBHU3HUTHI YKAXKHUTE CAMOCTOATEJIbHO.

Bpems Ha BbInnoJIHeHUe: 90 MUH.

[lepeyeHb 06 BEKTOB KOHTPOJIS

HaunmeHoBaHue OcHOBHBIE TIOKa3aTeJIt OLleHKH
00'bEKTOB KOHTPOJIA pe3yJjibTaTa
Y1.0dopmaaTe foKkyMeHTanuwo B |(OpopMiieHMe pacropsaUTelbHbIX U
COOTBETCTBUM C HODMAaTUBHOU CIIpaBOYHO-UHPOPMALMOHHBIX
©6a30M, B TOM 4MCIIE C JIOKYMEHTOB, C UCI10JIb30BaHUEM
HCI0JIb30BaHUEM TekcToBOro pegakropa WORD.

MHPOPMaIMOHHBIX TEXHOJIOTUN

-BbIIIOJIHEHHWE OTIIPABKKW CO3AAdHHBLIX paHee

Y.4 ncnosb3oBaThb AOKYMEHTOB Ha pa6oqee MeCTO
TE€JIEKOMMYHUKallHOHHbIE npemnoaaBaTtesid MocpeacTBOM BHGKTpOHHOﬁ
TEXHOJIOTHUH B 3JIEKTPOHHOM ITOYThI H CHUCTEMbI 3JIECKTPOHHOTI'O

rrr\tr‘n\/rnu"r*r\r\ﬁnhr\'r'a nnmn\/rnu"r*nnﬁnr\nrra

Kpurepun oneHkKu:

17



- OlleHKAa «OTJIMYHO» BBICTABJIAeTCSA OOydYawIleMycs, ecad 3ajJlaHue
BBIIIOJIHEHO 6€3 OIIHOO0K,

- OIleHKa «XOpOIIO» BBICTABJSETCA OOydawlleMycsi, €ecid B
BBINIOJIHEHHOM 33/]JaHUU He 60Jiee BYX OIIHUOOK,

- OlLlEHKA «yJ0BJIETBOPUTEJIbHO» BbICTABJISIETCS 00y4aIOIEeMyCsl, eCJIU B
BBINTOJIHEHHOM 33/JaHUW TPU OLIUOKH,

- OIleHKa «HEeYI0BJEeTBOPHUTEJIbHO» BbICTABJISIETCS 00y4JaloIeMycCsl, eCJIH
B BbIIIOJIHEHHOM 33/]JaHUU 60Jiee TPEX OLIUOOK.

Ilpakmuyeckoe 3aHamue N25
Tema: oghopmaeHue npomokoaa

3ajaHue:

1.CoctaBuTh U O0QOPMHUTH NOJHBIM HOpoTOKOJ B popmate Word no
VWCXOJHBIM  JAaHHBIM,  HWCIOJIb3yd IMPOJAOJBbHYH CXeMYy pPacIoJI0oXKeHHUs
PEKBU3HUTOB.

2.YKa3aTb peKBU3WUThl NpPOTOKOJA. JlaThb XapaKTepUCTUKY PEKBU3UTY

TEKCT.

3. BbINOJIHUTL OTHpPaBKy CO3JaHHOTO IIPOTOKOJIA IPenojaBaTesIro
NIOCPEICTBOM 3JIEKTPOHHOU IOYTHL

HcxodHble daHHble 015 cocmaes/1eHUs1 npomokKo.d
Bapuant 1

CocTaBbTe NOJIHBIM MPOTOKOJ 3acefaHuss MecTHoro komurtera 0AO
«JTaJIOH», HA KOTOPOM 00CY»/Ja/IMCh BONIPOCHI O pacnpeje/ieHUU NyTEBOK B
JleTCKUU caHaTtopud (moknagyuk - llunmosa ILLU.) m o pacnpenenenuun
NyTEeBOK B [IOM OT/AbIXA JIJI COTPYAHUKOB.

3acefaHre MOCTAHOBWJIO: MOATOTOBUTDH CIIUCKHU Jl€TEX, HYKAAKOUIUXCSH B
CaHAaTOPHOM peXHMe; TNpPeJCTaBUTh CIUCKU COTPYAHHUKOB, MOAABUIAX
3asBJIEHME HA NTOJIyYeHUe NYTEeBOK B IOM OTZbIXa.

Hepocrarwuiye peKBU3UThI YKOXKUTE CAMOCTOATENBHO.

BapuaHT 2

CocTaBbTe MOJIHBIKM MPOTOKOJI COOpaHUs PabOTHHUKOB KOMMeEpPYECKOro
otnena ¢upMmbl «MopenpoaykT», TJe Bbl paboTaeTe BeAyLUIUM
CIeLaJIUCTOM, C IOBECTKOU JHA:

a) 0 HallpaBJIEHUSX Pa3BUTHUA KOMMepYeCKOU AeATeJIbHOCTH QUPMBI;

0) 0 BBeJleHHU HOBBIX perJaMeHTOB I10 3KCIIepTHU3e KadyecTBa TOBApOB.
Bcero npucyrcrBoBasiu 12 4yesioBeK.

Hepocrarmouye peKBU3UTHI YKaXKUTE CaMOCTOATEIbHO.
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BapuaHT 3

CocTaBbTe NMOJIHBIA NMPOTOKOJ 3ace/laHUs] MHBEHTAPU3ALMOHHOU KOMMCCHUHU
3aBOJila ra30BOM ammapaTrypbl, Ha KOTOPOM pacCMaTpUBaJICA BOIPOC O
pe3ysibTaTax HWHBEHTapu3auuu N0 ckiaaay N2  BcnoMoraTesbHbIX
MaTepUaJIOB.

Ha 3acesgaHuu 6bLJI0O TOPUHATO TMOCTAHOBJEHHME 00 YTBepXK/JeHUHU
pe3y/IbTaTOB MHBEHTApU3alUM U OTHECEHUA 3a CYeT 3aBe/yI0Lero CKJaLoM
HeJJ0CTa4Yu BCIIOMOTraTeJIbHbIX MaTepuasioB B CyMMe 25 TbicAd pyoOJie.
JloKnaluMK 3a4dTal CJAAYUTENbHYH0 BeJOMOCTb IO ckiaagy Ne2 wu
00'BSICHUTEJIbHYIO 3alIUCKY 3aBeAYIOLLEro CKIaL0M.

HegocTawujye peKBU3UTHI YKAXKUTE CAMOCTOSTENBHO.

BapuaHT 4
CocTaBbTe TMOJIHBIM TMPOTOKOJI 3aceJaHUs MECTHOrO0 KOMMTETA,
coctogaBuierocd 20 anpeua 20 roZla, Ha KOTOpPOM pacCMaTpPpUBAJIUCH

pe3yJibTaThl IPOBeAieHUsI Cy660THUKA. C cO0OIeHHeM BbICTYIHJ Ipodopr, B
006CYyXK/IeHUM PUHSJIN yYacTHe YJeHbl MECTHOIO KOMUTETA.
Hepocrarolye peKBU3UThI YKOXKHUTE CAMOCTOSITEbHO.

BapuaHT 5

CocTaBbTe TMOJIHBIA  NPOTOKOJ  0OLIero  cobpaHusi  pabouux
NPOU3BOACTBEHHOTO KOOIepaThBa «3amyck», Ha KOTOPOM OO6CYyXaaJics
BONIPOC O CO3JJaHUM TPOU3BOJCTBA CTPOUTEJNbHBIX MaTepUuasIoB [Js
CTPOUTENbCTBA XKUJbIX JOMOB. Ha cobpanuu 6bl1a 3ac/ylliaHa MHPopMalus
npezce/iaTesss 0 BO3MOXHOCTU CO3/IaHUsI TAKOTO Ijexa U MepCrneKTHUBax ero
pa6oTtbl. I[locne o6CyxAeHHS ObLIO NPUHATO pellleHue TMOpPy4YUTh
npejce/aTes 0 U ero 3aMeCcTUTEJI0 IO CTPOUTEJIbCTBY B TEYEHUU 6 MeCALEeB
pPa3BepPHYTb PaboOTy U BbIJIEJNUTD AJ151 3TUX Liesiedt 20 MJIH. py6Jien.

HepocTaroujye peKBU3UThI YKOKUTE CAMOCTOSITEJIBHO.

BapuaHT 6

CocTaBbTe IMOJIHBIM INPOTOKOJI IPOU3BOJACTBEHHOI'O COBeLaHUA
pabOTHUKOB IJIAHOBO- 3KOHOMHYECKOTO OTZesia ® 3aBOoJa MeJULMHCKUX
IpenapaToB, HAa KOTOPOM ObLJI paCCMOTPEH BONPOC O JOCPOYHOM pa3paboTke
TexnpoMQurHIIaHa Ha 20 roa. Ilocne o6cyxaeHUANPOU3BOACTBEHHOE
COBelllaHWe NMPUHSAJIO pelleHHe pa3paboTaTh TEXNPOMQUHIIJIIAH HA TPU JHA
paHblile yCTAaHOBJIEHHOTO CPOKa.
HepocTtaroniye peKBU3UTHI YKOXKUTE CAMOCTOATE/bHO.

Bpemsa Ha BbinoJiHeHUe: 90 MUH.

l'lepequb 00BLEKTOB KOHTPOJIA
19



HauMmeHoBaHUe OcHOBHbIE NOKa3aTe/IU OL€eHKU

00bEKTOB KOHTPOJIA U pe3yJbTaTa
Y1. 0dopmaaTte fokyMeHTan Mo B |OpopMiieHre pacnopsUTeNbHbIX U
COOTBETCTBUHM C HOPMaTUBHOM CIIpaBOYHO-UHPOPMaLMOHHBIX
6a30i1, B TOM 4HCIIE C JIOKYMEHTOB, C UCI10JIb30BaHUEM
VCII0JIb30BaHHUEM TekcToBoro pegakropa WORD.

MH(OPMaLIMOHHBIX TEXHOJIOT UM

-BbIIIOJIHEHHE OTIIpAaBKHW CO3JdHHBIX paHee

Y.4 ucnosib3oBaThb AOKYMEHTOB Ha pa6oqee MeCTO
TE€JIEKOMMYHUKallHOHHbIE npenojaBaTtesid noCpeacTBoM 3JIeKTpOHHOI>’I
TEXHOJIOT'MHU B 3JIEKTDOHHOM ITOYThI )4 CHUCTEMDbI SJIEKTDOHHOI'O

Kpurepuu oneHKHU:
- OlleHKa «OTJIMYHO» BBICTABJSETCS OOYYaIOIIEeMyCsl, eCJH 3aJaHHue
BBINTIOJIHEHO 0€3 OIIHOO0K,
- OIleHKa «XOpOIlO» BBICTABJIIeTCS o0OydYawIleMycs, ecJd B
BBIIIOJIHEHHOM 33/IaHUU He 60Jiee JBYX OLIUOOK,
- OlleHKa «yZ0BJI€TBOPHUTEJIbHO» BbICTABJISIETCS 00yJYaIOIIEMYCS, €CJTH B
BBIIIOJIHEHHOM 33IaHUU TPH OIIHUOKH,
- OLEHKa «HEey/J0BJETBOPUTEJIbHO» BbICTABJISETCA O0O6y4YarolleMycs,
eCJIU B BBIMIOJTHEHHOM 3aJIaHUH 60Jiee TPEX OIIHOOK.

IIpakmuueckoe 3ansamue N26
Tema: oghopmaenue OP/] punaHco8020 xapakmepa

3aJlaHue:

1.CocTtaBuTh U 0GOpMUTH aKT B popmaTe Word mo HCXOJHBIM JAaHHBIM,
WCIOJIb3Yys YIJIOBYIO CXEMY pacloJioXKeHHUs1 PEKBU3UTOB (pacroJiokeHue
CTPOKH - pJ1aroBoe).

2. CoctaBuTb U 0dOopMUTH crnpaBky B ¢dopmate Word mo HCXOAHBIM
JIAaHHBIM, MCII0JIb3ysl YTJIOBYIO CXeMy pacnoJsioKeHUsi PeKBU3UTOB
(pacnoJiokeHUe CTPOKH - lIEeHTPOBAHHOE).

3.YKa3aTb peKBU3UThI aKkTa. /laTb XapaKTEPUCTUKY PEKBU3UTY TEKCT.

4.YKazaTb peKBU3UThI CIIPABKH.

5. BbINOJIHUTH OTIpPABKy CO3/JaHHbIX JIOKYMEHTOB: aKTa W CIPABKU
IPEIoIaBaTeJIto, TIOCPE/ICTBOM 3JIEKTPOHHOM IMOYTHI.

HcxodHble daHHble 315 cocmaasJ/leHuUs1 akma u chpasku
Bapuant 1
3adaHue 1 CocTaBbTe aKT O CIIMCAHUU TOBAPHO-MaTepUa/IbHbIX LIEHHOCTEN. B
KOHCTaTHUPYWILEeW 4YacTh YKaKWATE, YTO HWHBEHTApU3alys TOBApHO -
MaTepUaJIbHbIX IIEHHOCTeN npoxo/uia ¢ 28 aBrycrta o 08 centsiopsa 20 roja.
YcTaHOBJIEHO, UTO He MOAJAIOTCA PEMOHTY U HE MOTYT ObITh peaM30BaHbI
WIA TepeflaHbl JIpyTUM OpraHu3alMdsAM [OMMEHOBAaHHble HIKe I|€HHOCTH,

rnoaJiexKaliye ClinCaHro U UCKJIDYEHWIO U3 y4eTa:
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Bcero no HacT oAIEMY aKTy IIOJJIEKUT CIIMCAHUIO  IIPEJMETOB HaA O6H_IYIO

CyMMY....
Hepocratomye peKkBU3UThI yKaXKATE CAMOCTOSI TE/IBHO.

3adanue 2 CocTaBbTe CIpPaBKy O MOATBEPKJEHHWU MecTa pabOThbl U
omsaThl TpyJa OpsaoBa Urops HukosaeBuya. PaboTaeT 3/IeKTpUKOM B I€XE
Ne5 obmecTBa ¢ OrpaHUYeHHOM OTBETCTBEHHOCThIO «l[lnaMsi» U oOKJIazj
coctasJssieT 30 000 py6.ien.

Hepocraromuye peKBU3UThI yKaXKUTE CAMOCTOSTEJIBHO.

BapuaHT 2

3adanue 1 CocTaBbTe aKT [Js CjAeAylOlled CUTyauuu. JupeKkTtopy
npeanpusaTuss «OMCKHM 6GeKOH» TMOCTYNalT Kajdo0bl MOTpPeOUTEsEH,
HeZJ0OBOJIbHBIX Ka4eCTBOM Ie4eHOYHOro mnamTeTa. [lo nmpukasy aupekTopa
NPOBOAUTCA TNpOBEpPKA COOJIIJEHUS CAaHUTAPHBIX HOPM B Liexe 1o
M3TrOTOBJIEHUIO MALITETA.

HepocTarujye peKBU3UTHI YKOXKUTE CAMOCTOSITEJIBHO.

3adaHue 2 CocTaBbTe CHpaBKy O pa3Mepe 3apabOTHOW MJAThI
paboTHHKA  OTAesa CObITa TOTOBOM MNPOAYKLMU NPOU3BOJACTBEHHOTO
00beiMHeHUA «['paHT» [Ji1 Npe/loCTaBJIeHUs B JeTCKUM Caf.

HepocTarouiye peKBU3UTHI YKaXKUTE CaMOCTOSITEbHO.

BapuaHT 3

3adanue 1 CocrtaBbTe aKT npueMa - nepeaadyu I[I9BM. B
KOHCTaTUpYyWIlen 4YacTu ykaxute, yto [I9BM PS/148633 nuB. N°21 wu3s
OoTJZes1a peksaMbl nepegaerca B otaen Nel2. [I9BM npusHaHa mpuUrofHOU
JUI1  3KCIJIlyaTaMMd U TOJIHOCTbIO YKOMIIJIEKTOBAaHHOW (mporueccop,
KJaBUaTypa, Auciiier, npuHTep). [I9BM nepegaerca otaeny 12 Ha cpok
BBINOJIHEHUS pPaboT 1o KoHTpakTy N 22/47. OcHOBaHMEM SBJIsIETCA
JIOKJIa/IHAd 3allMCKa Ha4aJIbHUKA OTZe1a.

Hegocrawujye peKBU3UTHI YKOXKUTE CAaMOCTOATEJBHO.

3adaHue 2 CocTaBbTe CIIPABKY O CTaXKe pabOThbl 3KOHOMMCTA 06IeCTBa
C OrpaHUYEHHOU OTBETCTBEHHOCTBbIO «ATJIAHT» [/l NPEJOCTaBJEHHUST B
Jlpyroe MecTo paboThl 10 MPUYHMHE YX0/a CO CTApOoro.

HepocTaruiye peKBU3UTHI YKAXKUTE CaMOCTOSITEbHO.

Bapuanr 4
3adanHue 1 CocTtaBbTe aKT 00 HWHBEHTApU3allMUM MaTepHuabHbIX
LeHHOCTe B HAy4YHO - TEeXHUYECKOM JlabopaTOpuM UHCTUTyTa. B

KOHCTaTI/Ipy}OH_[eﬁ YadCTH YKAXHUTE, HTO MHBEHTApHU3allud
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MaTepHaJibHbIX LIeHHOCTel mnpoxoausa B mepuof ¢ 11 mo 15 Hosi6pa 20
roza.

YcTanoBseHo,
YTO HENpPaBWJbHO BeJeTCd y4yeT MaTepuaJoB U 000pyAOBaHUS,
NOCTYNHUBIIEro B JiabopaTopvio; 3a INpubopaMuM He 3aKpelJeHbl
OTBETCTBEHHBIE JIMIIA.

Hepocrarliye peKBU3UThI YKOXKUTE CAMOCTOSTEbHO.

3adanue 2 CoctaBbTe cnipaBky u3 K3Ca Ne 23 MockoBckoro paloHa .
Psi3aHu 0 cocTaBe ceMbU MOJIOAOTO CHELUMAINCTa AJis NpefoCTaBJeHUs M0
MeCTy paboThl.

HepocTarouiye peKBU3UTHI YKAOXKUTE CAaMOCTOSTEBbHO.

BapuaHT 5

3adanue 1 CocTaBbTe aKT O TeXHUKe 0€30MacHOCTH B aBTOMOOUJISIX
BA3. B koHcTaTupywolen 4yacty ykaxkute, 4to 00.00.20 T. Komuccusa
NpOBEPUJIA, CJEJAT JIM Ha 3aBO/IE 32 KAYECTBOM BbINYCKAaeMbIX aBTOMOOUJIEN.
B pe3ysibTaTe npoBepKH OBLJIO YCTAaHOBJIEHO, YTO NMPHU CXOJe C KOHBeWepa
naptud aBtomob6usier BA3 3a N°3-12-39 rsiaBHbIM MexaHukoMm C.T.
[leTpoBbIM He Oblla BBINOJHEHA MpOBepka MexaHU3MOB. (OcCHOBaHHWEM
SIBUJIACh »KaJloba NOTpebUTeIs1 HA HeCcpaboTaBLIXEe TOPMO3a.
HenocTaruiye peKBU3UTHI YKAXKUTE CAMOCTOSTENBHO.
3adaHue 2 CoctraBbTe cnpaBky u3 PCCK «PI'PTY» o ToM, 4To
ctygeHTka E. A. HoBMKOBa y4YMTCA Ha IJIATHOM OT/ieJIeHUU «JKOHOMUKA U
OyxrajJTepCKUM y4eT» U He MOoJiy4yaeT CTUIIEHAUIO /Il IPelOCTaBJIeHUs ee B
oyxraaTepuio o Mecty paboTsl ee MmaTepu 0. C. HoBukoBou.
HepocTaroniye peKBU3UTHI YKAOXKUTE CAaMOCTOSTEbHO.

BapuaHT 6
3adanue 1 CocTtaBbTe aKT O BbIBJIEHUW NPUYUH HEUCHPABHOCTHU
XOJIOAWJIbHBIX YCTAHOBOK B KPEBETOYHOM Ilexe. B KOHCTaTUPYOILIEX YacTH
yKaXkuTe caeaywuiee. [locie npoBejeHUsI TEXHUYECKOTO OCMOTPA KOMUCCHUSA
YCTAaHOBWJIA, 4YTO MOJIOMKA XOJIOAWJbHUKOB NpPOU30LLJIA B pe3yJbTaTe
nomnaZaHuss B arperatbl BOJbl, KOTOpas MpocavyuMBajachb C TMOTOJIKA
NOMelleHUs.
Hepocrawujye peKBU3UTHI YKKHUTE CAaMOCTOSITEBHO.
3adanue 2 CocTaBbTe cnpaBKy o ToM, 4To A. I'. CokoJioBa sIBJsETCS
ctyaenTkow Ill kypca ouHou GpopMbl 00ydeHUs oTAeneHUus1 «MHPopmMaTHKa U
BbluvcauTesibHasA TexHuKa» PCCK «PTPTY ».
HepocTaroniye peKBU3UTHI YKAXKUTE CAMOCTOSTEBHO.

Bpems Ha BbInnoJsIHeHUe: 90 MUH.
[lepeyeHb 06 bEKTOB KOHTPOJIA
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HauMmeHoBaHUe OcHOBHbIE NOKa3aTe/IU OL€eHKU

00bEKTOB KOHTPOJIA U pe3yJbTaTa
Y1. 0dopmaaTte fokyMeHTan Mo B |OpopMiieHre pacnopsUTeNbHbIX U
COOTBETCTBUHM C HOPMaTUBHOM CIIpaBOYHO-UHPOPMaLMOHHBIX
6a30i1, B TOM 4MCIIE C JIOKYMEHTOB, C UCI10JIb30BaHUEM
VCII0JIb30BaHHUEM TekcToBoro pegakropa WORD.
MHPOPMALMOHHBIX TEXHOJOTUU BbinoJsiHeHUe OTIPaBKH CO3/4aHHBIX

JIOKYMEHTOB Ha pabodee MeCTO
npenojaBaTeJisi IOCPeJCTBOM 3J1eKTPOHHON

Y.4 ucnosnb3oBaTh IMOYTHI
TeJIeKOMMYHUKALlUOHHbIE -BbI[IOJIHEHUE OTIPAaBKU CO3JaHHbIX paHee
TE€XHOJIOTHUU B 3JIEKTPOHHOM JIOKYMEHTOB Ha pabouee MeCTO

(93

Kpurepuu oneHku:
- OlLlEHKa «OTJIMYHO» BBICTABJSETCS O0Oy4aloleMycs, ecad 3aJaHue
BBITNIOJIHEHO 6€3 OLIHOOK,
- OIleHKa «XOpOIIO» BBICTABJIAeTCs OOydYawIlneMycs, ecJd B
BbINIOJIHEHHOM 33/]JaHUH He 60Jie€e ABYX OIIUOOK,
- OLleHKa «yJI0BJI€TBOPUTEbHO» BbICTABJISIETCS 00y4alOIEMYCsl, €CJIH B
BbINIOJIHEHHOM 33/laHUU TPH OIIUOKH,
- OIlleHKa «HEeYJIOBJIETBOPUTEJNbHO» BBICTABISETCA OOyJalOIIEMYCs,
€CJIU B BbIIIOJIHEHHOM 33/]laHUU 60Jiee TPEX OIIMOOK.

IIpakmuyeckoe 3aHamue N°7
Tema: opopmMiieHHEe COAYKEOGHBIX MUCEM

3ajgaHue:

1. CoctaBuTh U 0GOPMUTH CJyKebHOe nucbMo B ¢opmate Word mno
WCXOJHBIM JlaHHbIM Ha ¢opMmate A4 10 mnOpaBuIaM POCCUHCKOTO
JleJIONPOU3BO/ICTBA, MCIO0JIb3ys YIJIOBYIO CXEMY pacCIoJoKeHHs PeKBU3UTOB
(pacnoJiokeHHe CTPOKH - lIeHTPOBaHHOE).

2. CoctaBuTb U 0QOpMUTH JesoBoe nucbMo B ¢opMmate Word 1o
MCXO/IHBIM JJaHHBIM 10 MeX/IyHapPOAHbIM IIpaBUJIaM.

3. Yka3aTb peKBU3UTHI CJYKEOHOr0 MUCbMa, BbIMOJHEHHOTO M0 MpaBUJIaM

Poccuiickoro /ieionpou3Bo/CTBa.

4. YkazaTb pEKBU3WUTbl [JI€JIOBOIO  MHUCbMA, BBIIOJHEHHOTO IO

MEXAyHApOAHBbIM TPaBUJIAM.

5. BbINOMHUTHL OTHPAaBKy CO3JA@HHBIX MHCEM IpernojaBaTesio

MOCPEACTBOM 3JIEKTPOHHOU MOYTHL..

HcxodHble daHHble 015 cOCmaes/AeHUs CAYHCEeOHbIX nucem
Bapuant 1
3aganue 1 CoctaBbTe rapanTuiriHoe nucbMo OAO "Kocmoc" OAO "IIporpecc”
006 OKa3aHMU TEeXHUYECKOW MOMOLM B pa3paboTKe yepTexxei
HacocHou ctaHiuuu. OAO "Kocmoc" npocUT NOpou3BECTH 3Ty
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paboTy HemoCpeACTBEHHO Ha MJIOLA/IKE.

3agaHue 2 CocTaBbTe NUCHbMO-NIPOCHOY IIPOX3BO/ICTBEHHO-
KOMMEPYECKOT0 NpeAnpUusATUs "Psg3aHbIPOMKOMOBIT" CUPUNCKOU
dupme "Jleiipu TCKC" 0 MOCTAaBKe MOPThEPHON TKAHU, TEKCTHUJIS
JIJ1s1 IO BA MY>KCKOM, YKEHCKOM U AeTCKOU O €K /Ibl.
Hepocraroniye peKBU3UThI yKaXKATE CAMOCTOS TEJIBHO.

BapuaHT 2

3aaaHue 1 CoctaBbTe nucbMo AO "KBaHT" BbicTaBOUHOMY IIeHTPY "IKCMO-
BusHec" ¢ mnpocb60W BKJIWYUTHL MNpPeANPUATHE B YUCJIO
Y4YaCTHUKOB BbICTABKH Y BbIIEJUTH AJis1 0pOPMJIEHHUS CTEH/I0B C
o6pa3uaMu NpoAYKIUH IJI01ab B 45 KB.M.

3agaHue 2 CocTaBbTe MNHMCbMO-3aka3d ¢upmbl "@oHorpad” kKopelckou
dupme "CaMcyHr" o npojJia’ke KOMIbIOTEPHON TEXHUKH.
Hepocratoniye peKBU3UThI YKOXKHUTE CAMOCTOSITE/IBHO.

BapuaHT 3

3agaHue 1 CocTaBbTe NUCbMO-NIPUTJ/IAIIEHHME OPTraHU3aLMOHHOTO0 KOMUTETA
"JkcnoneHTpa" C MpeAsoKEHUEM IMOCETUTh MEXAYHAPOJHYIO
crelyaJu3upOBaHHYI0 BbICTAaBKY "JKOHOMHSI MaTepPUaAJbHbIX U
TOIJIMBHO- 3HEPIrUTHUYECKHUX PECYPCOB B CTPOUTEJILCTBE U
NpOMBIIIJIEHHOCTH", BbICTaBka MNpPOXOAUT B MaBUJIbOHE
BBICTAaBOYHOT'0 KoMIJiekca Ha KpacHow [IpecHe

3aganme 2 CocraBbTe HHPOpPMALMOHHOE IHUCbMO O0O0beJAHWHEHUS
"PsaszanbaBTOZOp"  dpaHuy3ckod  pupme  "HpmeHb" o0
BO3MOXXHOCTH MpPOJAAXA  COBPEMEHHBIX  THJPaBJIUYECKUX
KpaHoOB. lleHa kpaHa 5500 gosiiapos CIIA.
Hepocratoniye peKBU3UThI YKOXKATE CAMOCTOSITE/IBHO.

BapuaHT 4

3aganve 1 CocraBbTe NUCbMO -U3BellleHUWe PasanHckoro 3A0 "JkocaH"
KemepoBckomy 3A0 "l[lapTHep" 0 npuYMHAaX 3a/IEP>KKH MOCTABOK
MalllMH 1 060PYy/A0BaHUS.

3aganve 2 CocTtaBbTe MUCBMO aJMHUHHUCTpanMu PssaHckodl o6JilacTU B
Accoumanuipo SANOHCKO-POCCUMCKOW TOPTOBJM C NPOCLOOM AATh
NOJIPOOHBIM CIIMCOK 3KCIIOPTHOU MPOAYKIIUU.
HepocTaroliye peKBU3UTbI YK&KUTE CAMOCTOSITEBHO.

BapuanTt 5
3aganue 1 CocTtaBbTe MUCbMO-OTBET TUNOTrpaduu u3aaTesbcTBa "Hayka"
TOO "TpuHuka" 0 BO3MOXXHOCTU BBINNOJHUTH 3aKa3 Ha
M3TrOTOBJIEHHE OJIAHKOB y4eTa U OTYETHOCTH.
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3agaaHuve 2 CocTaBbTe MUCbMO-TIPUT/AllleHUe 00 beJUHEHUS JKCIOLEHTP"
aHIJIMMCKOM KoMmmaHuu "J[xelMcoH bBproc" ¢ mpeasoxkeHueM
NPUHATb y4acThe B PoccuicKOol BbICTaBKe Ha MeXIyHAapOJHOMN
obuieoTpacseBoit spMapke B ropoge Uamupe (Typuus), koTopas
oyaet npoxoauThb ¢ 00.00.20___no 00.00.20___.
HepnocTaroniye peKBU3UTbI YKaKUTE CAMOCTOSITEBHO.

BapuaHT 6

3aaanuel CocTaBbTe MUCbMO-OTBET 00beJUHEHUS "Ps3aHbX/1€60NPOAYKT"
OAO "CapabanbIKCKMU" O BblJleJIEeHUM aBTOMallMHbl Y®P3-469
nof cagaHHoe B 1998-1999 r.r. 3epHo

3agaHuve 2 CocTtaBbTe NUCHBMO-NPOCHOY ['oCymapCcTBEHHOW TOProOBOU
KkoMnaHuM "Cubropr"’ B OoJsrapckyro ¢upmy "Mwunase 3" o
BO3MOXXHOCTH MOCTaBKM B PA3aHCKyH 00/1aCThb 3KOJIOTUYECKH
YHUCTOTO JIETCKOTO MUTAHUS.
Hepnocraroniye peKBU3UThI YKOKUATE CAMOCTOSITE/IBHO.

Bpems Ha BbInnoJsIHeHHUe: 90 MUH.
IlepeyeHb 06'bEKTOB KOHTPOJIS

HanmeHoBaHue OcHOBHBIE NOKa3aTe/IH O eHKH
00'bEKTOB KOHTPOJIAA M pe3yJjbTaTa
Y1. OdopmaaTs aokyMeHTanuo B |OpopmiieHUe pacniopsAAATENbHBIX U
COOTBETCTBUH C HODPMAaTUBHOMU CIpaBOYHO-UH(OPMAIMOHHbIX
6a30M, B TOM YHCJIE C JIOKYMEHTOB, C UCII0JIb30BAaHUEM
HCI0JIb30BAaHUEM TekcToBoro pegakropa WORD.

MHPOPMaILIMOHHBIX TEXHOJIOTUH
-BBIIIOJIHEHWE OTIpPAaBKU CO3/JAHHBIX paHee

Y.4 ucnosib30BaThb AOKYMEHTOB Ha pa6oqee MeCTO
TE€JIEKOMMYHUKallMOHHbIE npenojaBaTtesid NoCpeacTBoOM 3JIeKTpOHHOI>’I
TEXHOJIOTHHU B 3JIEKTPOHHOM ITOYThI " CHUCTEMDbI SJIEKTPOHHOI'O

Kputepuu oneHKuU:
- OlleHKa «OTJIMYHO» BBICTABJISIETCA OOy4allleMycs, ecJu 3aJaHue
BBINIOJIHEHO 6€3 OLIUOOK,
- OlLlEHKA «XOpOUIIO» BBICTABJSIETCS OOy4yalolleMycs, €ecld B
BbIITOJIHEHHOM 33/IaHWH He 060Jiee IBYX OIIHNOOK,
- OlleHKa «yZI0BJIETBOPUTEJIbHO» BBICTABJISIETCS 00y4alIeMycs, eCy B
BbINTOJIHEHHOM 33/]JaHUX TPU OLIUOKH,
- OIlleHKa «HEYJ0BJEeTBOPUTEJbHO» BbICTABJISETCA O0Oy4YaloleMycs,
eCJIU B BbIIIOJIHEHHOM 33/laHUU 60Jiee TPEX OIIMOOK.

IIpakmuueckoe 3aHssmue N°8
Peczucmpayusa exodsaweill, ucxodsujeii u GBHympeHHelil dOKymMeHmayuu

3ajaHue:
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1. CoctaBbTe GOpMYy KypHasia pPerucTpanuuyd BXOJSUIUX AOKYMEHTOB,
UCXOAAIIUX JOKYMEHTOB U GOpPMY KypHaJia perucTpalnuu TejepoHorpaMm.

2. CoctaBbTe Ha Jucte ¢dopmata A5  dopMy pervcrpalMoHHO-
KOHTPOJIbHOM KapTOUYKHM U OOBSCHUTE MPUYMHY BKJIKYEHUS KaXKIOTO
PEKBU3HUTA B CO3/JaHHYI0 PETUCTPALMOHHYI0 dopMy.

3. 3apeructpupoBaTh MNOATOTOBJIEHHbIE B NpPeAbIAYIIUX 3aJaHHUIX
nUucbMa B PErucTpalMOHHOW (QopMe, UCNOJAb3ysd PErucTpalOHHO-
KOHTPOJIbHYI0 KapTOYKY.

4. 3aperucTpupoBaThb OTBETHOE MUCbMO Ha Jil060e HHUIUATHBHOE
NUCbMO B pErucTpaljMoHHOW ¢opMe, HCHOJb3Ysl PEruCcTPaLMOHHO-
KOHTPOJIbHYI0 KapTOYKY.

Bpems Ha BbInnoJIHeHUe: 90 MUH.

IlepeyeHb 060’bEKTOB KOHTPOJISI

HauMmeHoBaHue OCHOBHbIE MOKA3aTeJIM OIleHKH!
00'bEKTOB KOHTPOJISI pe3yJibTaTa
Y.3 OcyumiecTBAATh XpaHeHUe U Peructpauus Bxojdlled, HUCXOAsdlEed U
MOKWCK JJOKYMEHTOB BHYTpPEHHEN JJOKyMeHTalluU

Kpurepum oneHKM:

- IlpaBunbHO odopmieHHble KapToukd (PKK) oneHuBatoTcs Ha
«3a4TEHOY.

- HenpaBusibHO opopmiieHHble PKK HanpaB/isiioTcst Ha ,0paboTKY.

IIpakmuyeckoe 3aHsamue N°9

CocmaessieHue u oghopmieHue HOMEeHKAamypbul des

3agaHuAa:
1. CocTaBbTe 3aroJI0BKM JieJ1 [iJisl CUCTEMATHU3alUM CJeAYIOIIUX JOKYMEHTOB
B JeJla: yCTaB OpraHu3alyM, IOJIOKEHUS 00 OTAesaX, [JOKHOCTHbIE
WHCTPYKIMHA COTPYJAHUKOB, MPHUKa3bl O PEMOHTE 3/laHUsl, MPUKa3bl O
NpoOBeJIeHNH BBICTABOK, MpPHKa3bl 00 yOOpKe TEpPPUTOPUH, TNMPHUKaA3bl 00
yBeJMYEHUH Hajiora Ha A00aBJIeHHYH CTOHMMOCTb, MpHKa3bl 0 paboTe B
npas3/IHAYHblEe JHM, COPAaBKHA O MOATBEPXJAEHWHM MecTa paboThl U CTaxka
paboThl, CIpaBKU O MPOBEAEHUN PEMOHTHBIX PabOT, AJOKJAJHbIEe 3aMMCKU O
HapylleHUsX TPYJOBOU JUCLUMIJIMHBI, JJOKJIaJHble 3alMCKU O XOJ€e pPaboT,
00'bSICHUTEJIbHbIE 3aMUCKHU [0 PA3JIMYHBIM BONpPOCAM, aKT NPOBEPKHU KacCChl,
aKT O MOoXKape, aKT 00 WMHBEHTapu3alliu, NPOTOKoJbl 3acefaHuil CoBeTa
JIUPEKTOPOB, MPOTOKOJIbl 3aceJlaHUsl aTTECTALMOHHONW KOMHWCCHHM, NMHUCbMa
MHQOPMALIMOHHOTO XapaKTepa MO pa3JiMiHbIM BOMNpOCaM /[eATEJbHOCTH
OpraHu3aluu.
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2. Haiigute om6ku B 0QOpPMJIEHUM M COCTABJIEHUU HOMEHKJATYpPhl JeJ
CTPYKTYPHOTO NMOoApa3/ie/IeHHs U UCTIPABbTE UX.

HanMeHoBaHUe opraHusanuu
Cay»k6a nepcoHasa

HOMEHKJ/IATYPA JIEJI
Ne
MockBa
Ha 2015 rox
05 - Cayk6a nepcoHaJjia
HHaekc 3aroJioBOK el Cpok Kos1-Bo | [Ipumeyanusn
Aesa XpaHeHUuA U Aaes
Ne cratbu | (TOMOB,
no 4acTH)
IlepeyHIo
1 2 3 4 5

lITaTHBIE pacliuCaHuA U U3SMEHEHUA
K HUM

Konvu nacnopToB HMHOCTpPAaHHBIX
rpaxAaH

KypHan  ydyeTra  HMHOCTpaHHBIX
rpaxkaaH, npubeiBIIMX B PP 1o
NpUrJIaLl eHUI0

KypnHan perucrpaguu
VHOCTPaHHBIX rpaxkjaH,
npu6bIBIIKMX B PO 1o npuriameHuo

KypHnan perucrpanuu npukasoB 1o
JIMYHOMY COCTaBYy

KypHasn BbIZjauu TPyZ0BBIX KHUXKEK
Y BKJIaJbllIed K HUM

CBeneHus 0 BBITIOJIHEHU U
YCTAaHOBJIEHHBIX KBOT Ha pabouue
MecTa U [JIBIXKEHUs JIeHEXHbIX
cpeAcTB  (Ipd  HEBBINOJHEHUU
YCJA0BUHA KBOTUPOBAHUS pPabOYUX
MECT)

HomeHksaTypa Jen CyK0bI
nepcoHasa

JlokyMeHTbl (CIpaBKH, CBeJI€HUS,
OTYETHI, nepenucka) 06

OpraHHu3allvi A0CyTa pa6OTHI/IKOB

[IpuKa3sbl 0 npueme

[Ipukasel 0 mepeBojie Ha JpYrylo
paboty

[Iprkasbl 06 yBOJIbHEHUHU

Hpmcas bl O B3bICKAHHUAX
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HpI/IKaBbI 0 npeaocTaBJI€HUH
OTIIYCKOB

[IpyKa3bl 0 KOMaHAMPOBKAX

[IprKasbl 0 MOOUIPEHUAX

[Ipukaspl 06 H3MeEHEHHWH OIJIAThI
TpyAaa

[Ipuka3bl 06 M3MEHEHUM aAHKETHO-
6uorpadpuyecKux JaHHbIX

[Ilpukasbl 06 AAMUHUCTPATHUBHO-
X03IMCTBEHHOH AeATeJbHOCTHU

JInyHble KAPTOYKU PAB6OTHUKOB

JInyHble gena

'paduku npeJloCcTaBJeHus
OTIYCKOB

ﬂOI‘OBOpr " IIPUJIOKEHUA K HUM 11O
MEAUITHWHCKOMY CTPAaXOBAHHIO

[logTBEepxKAEeHUA Ha npaBo
TPY/ZOBOU AesATeJbHOCTH
MHOCTPaHIL[aM

JloroBop nozapazaa

3asiBJieHUs1 COTPYAHUKOB Ha aBaHC
10/1 3apIJIaTy

[IpensioxxeHus, 3asiBJI€HUS U
»KaJ100bl rpaXkJjaH

JloOKyMeHTBbl 1O 3akKa3ly 00eJloB B
oduc (aKTbl CBEpPKHU U Ap.). Konuu
OTueThl 0 npeJoCTaBJIeHU N
KpPeJUTOB COTPYHHUKAM

JloroBop o kpeauTe. Konvu

JlOKyMeHTBbl K pacyeTy 3apIJjaThl.
Konuu

JlOKyMeHTbI 0 CTaXHUPOBKeE
COTPYAHHUKOB (MpHUTJIallleHus], cyeTa

U p.)

[lepenucka 06 opraHu3alUu KypcoB
(MH. 513, KOMIIbIOTEPHbIE)

3. OnpenenvTe CpOK XpaHeHUA AeJ no [lepedyHI0 TUNOBBIX yIpaBJIeHYECKUX
JIOKYMEHTOB, 00pa3yolUXCs B JeATEJbHOCTH OpPraHU3aliydil, C YKa3aHUEM

CPOKOB XpaHeHUs. 3anoJiHuTe rpady «KosruecTBo gen».

150301 3aroJ/ioBOK JeJia (ToMa, 4acTH) Kou- Cpok Ipu
eKcC BO XpaHeHUA MeYq
Aesa Aaen Aesna (Toma, | aHM
(tom | yactu) u Ne e
OB) cTaTeu no
nepevyHIio
1 2 3 4 5
01- 3aKoHOaTeJIbHbIe AKTBhI PO, yKasbl U
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01 pacnopsibkeHus: npesugeHTa PP, nocrtaHoBeHUs
U pacnopsbKeHUs NpaBUTEJNbCTBA PO,
OTHOCALAECS K [JeATeJbHOCTH OpraHu3alUu.
Konuu

01- 3aKkoHoJaTeJibHble U  UWHble HOPMaTHUBHbIE

02 paBoOBble aKThbl cyobekTa Peepanyu, OpraHon
MEeCTHOTO CaMOyINpaBJ/ieHus, OTHoOcCAIlHecd K
JlesATeJIbHOCTHY opranudanuu. Konvu

01- [IpoTOKOJIBI 061IMX COOpaHUM ydpeauTeserd H

03 NPUJI0KEHUS K HUM

01- [Iprkasbl pYKOBOAUTENA o OCHOBHOH

04 JesITeJIbHOCTHU

01- [Ipykassl pykoBoauTes A MO0 aJMUHUCTPATUBHO-

05 X035IMCTBEHHBIM BONIPOCAM

01- [IpoeKThI IpUKa30B PYKOBOAUTEIS

06

01- YcTaB opranu3sanuuu ¥ U3MeHeHUs K HeEMY

07

01- YypeauTesbHbIN OTOBOP U U3MEHEHUS K HEMY

08

01- CBueTenbCTBA OpraHu3alnuyd (0 perucTpanui,

09 NOCTAHOBKE Ha HAJIOTOBbIHN y4eT)

01- JlOKyMeHTHI 0 JIMLIEH3UPOBAHUM [eATeJbHOCTHU

10

01- [lonoxkennss 06 AJAMUHUCTPATUBHOM OT/eJIe.

11 Konuu

01- JloJ>KHOCTHBIE HHCTPYKIIMU paboTHHUKOB. Konuun

12

01- HUHCcTpyKUMS no JOKYMEHTAlMUOHHOMY

13 obecneyeHUI0 ypaBJeHUs

01- JlokyMeHTbI (cay:KeOGHble, [OKJaJHble 3aMHCKH)

14 no BOIIpOCaM OCHOBHOU eI TeJIbHOCTH,
npeJCcTaBJisieMble PYKOBO/ICTBY OpraHU3aliu

01- JloKyMeHTBI 0 COBepLIeHCTBOBAaHU U

15 JIOKyMEHTALlMOHHOT0 00ecleyeHus ymnpaBJleHUS
(npukasbl)

01- JloroBopbel € apxXMBHBIMU YYpPEXKJEHUAMHU II0

16 BOIIPOCAM apxXMBHOTO JieJa ¥ JeJIONPOU3BO/ CTBA.
Konuu

01- Jeno ¢onpa (macmopT apxuBa, aKTbl MPOBEPKHU

17 Ha/IMYMSl M COCTOSIHUA JieJl, aKThl BblJeJIEHUs
JIOKyMEHTOB U JeJl K YHUUYTOXEHHUI0, aKTbl 00
yTpaTax U MOBPEX/IEHUSIX JOKYMEHTOB)

01- Onucu e IIOCTOSAHHOTO XpaHeHHU4

18 (yTBepKJeHHbIE)

01- Onwvcu fes1 BpeMeHHOI'0 XpaHeH U

19

01- HoMeHK1aTypa fes opraHusanuu

20

01- KypHan peructpanuu UCXOAAUX JJOKYMEHTOB
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21
01- KypHan perucrpanuu BXOAAIUX JOKYMEHTOB
22
01- KypHaun peructpany BHyTPEeHHUX JIOKYMEHTOB
23
01- [lepenucka Cc OpraHv3alUsMu no
24 aMUHUCTPATUBHO- OpraHv3alMOHHOM
JleITeJIbHOCTH
01- [lepenucka Cc OpraHu3alUsIMu no
25 aJIMMHUCTPATUBHbIM BONIPOCaM
01- CruCcKM, KHUTH aJIpecoB U TesiepOHOB
26
HavyasibHUK a;MUHUCTPATUBHOIO OTAeJa N.0. damunusa
00.00.0000 (iM4Hasa NOAMUCH)
3aB. apXuBOM 1.0. ®amuniuga
00.00.0000 (1n4Has NoANUCH)

COTJIACOBAHO: nmpoTtokos 3K
OT Ne

4.CocTaBbTe UTOTOBYIO 3alIMCh K HOMEHKJIATYpe ZieJ 10 YCTAaHOBJIEHHOH
dopMe, Ha OCHOBE JJaHHbIX, YKa3aHHbIX B HOMEHKJIATYpe JieJl B 33JJaHUU
Ne3.

HUTOT'OBAA 3AIINCH O KATEITOPUAX U KOJIMYECTBE AEJI,
3ABEJEHHBIX B 2015TOAY B

IIo cpokam Bcero B ToM yucie

XpaHEeHUS nepexoasamnux C ormeTtkoi JITK
[locTosiHHOTO
BpeMeHHOTO

(cBbime 10 JsieT)

BpemenHoro (mo 10
JIET BKJIIOYUTEJbHO)

HUToro:

MHcnekTop 1o Aes10n1pou3BOCTBY 1.0. ®amunusa
00.00.0000 (MM4Hasg NoANuUCh)

HToroBnblie cBe/leHHS Nlepe/laHbl B apXUB NMPeANpPUATHSA
HanmMeHoBaHME LODKHOCTH JIMIIA, 1.0. damuiuga

nepesaBlUIero CBeeHUs (inyHas NOAMUCH)
00.00.0000
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Bpems Ha BbInnoJsIHeHUe: 90 MUH.
IlepeyeHb 06 bEKTOB KOHTPOJIA

HanmMeHoBaHue OcHOBHBIE NOKa3aTe/IM O eHKH
06bEKTOB KOHTPOJISA U pe3yJbTaTa
¥.3 Ocy1iecTBAATh XpaHEHUE U -cOCTaBJieHWe  3aroJIoBKOB  Jen A
IIOUCK JOKYMEHTOB cUCTeMaTHU3aLuu JIOKyMEHTOB U
MHPOPMALIMOHHO-CIPAaBOYHOM paboThbl MO
JIOKyMeHTaM;
- oIpeJiesieHWe CPOKOB XpaHEHUs Jesa 1o
[lepeuHto TUIIOBbIX ynpaBJleHYeCKUX
JIOKYMEHTOB;

Kputepuu oneHKu:

- IlpaBuabHO odopmiieHHass HomeHksaTypa [Jes OLiEHUBAOTCS Ha
«3a4TEHO».

- HenpaBusibHo odopmiieHHass HoMeHk/aTypa AeJsl HANpaBJSIOTCA Ha
JIOpabOoTKY.

IIpakmuyeckoe 3aHsamue N2 10

Ilodzomoeka des1 K nepedaye 8 8e00MCMBEHHbIU ApXue

3aJlaHue:

1.

3aHecTU Ha JIUCT (GOpMy 3aBEPUTEJILHOTO JIMCTA JieJ1a U 3all0JIHUTh
ee.

3aHecTH Ha JIUCT GOpPMBbI ONMMUCEHN JieJ1 TOCTOSSHHOTO U BPEMEHHOI0
(cBpimie 10 JieT) CpPOKOB XpaHeHUs W 3alOJHUATb HMX, UCIOJb3yf
JlaHHble HOMEHKJIAaTypbl JeJ, NOATOTOBJEHHOW B INpeAblAyllen
NpaKTU4YeCKOU paboTe.

3aHecTh Ha JUCT GOpPMy akKTa O BbIJeJIEHUU [JOKYMEHTOB K
YHUYTOKEHUIO U 3all0JIHUTH ee, UCIO0JIb3yA JaHHble HOMEHKJ/ATyphl
JleJ1, MOJIr0OTOBJEHHOW B NIpeAblAyIled MpaKTUYeCKOU paboTe.

Ha nucte ¢popmaTta A4 opopMUTH 00JIOKKY JieJla B COOTBETCTBUU C
Tpeb6oBaHusAMU ['OCT 17914-72, ucnosib3ys JlaHHble HOMEHKJIATYPhbl
JleJ1, TOATOTOBJIEHHOM B NpeAbIAylied MPpaKTUIECKOW padboTe.

Bpems Ha Beinnos1HeHHUe: 90 MUH.

IlepeyeHb 06GBLEKTOB KOHTPOJISI

HaumeHoBaHue
06'bEKTOB KOHTPOJISI M

OcHOBHBIE OKa3aTe/IN O eHKH
pe3yJibTaTa
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¥.3 Ocy11ecTBAATh XpaHEeHHE U -obopMIeHHE 3aBEPUTENBLHOTO JIMCTA [1€J13;
MOMCK JIOKYMEHTOB - opopMJieHHEe OmMHCel Jies1 MOCTOSTHHOTO U

BPEMEHHOTI'0 CPOKOB XpaHeHHUs
-opopMJIeHHE aKTa O BbIJEJIEHUH [lesT K
YHUYTOXXEHHUIO;

-opopMJieHHE 00J10°KKH Jieia.

KpuTepuu oneHku:
- [IpaBUIbHO 0dOpPMJIEHHBIE JOKYMEHTHI: JIUCT-3aBEPUTEJb Jl€/1a, ONUCU e
IOCTOSIHHOTO M BPEMEHHOr'0 CPOKOB XpaHEHWs], aKT O BblAeJIEHUU Jie] K
YHUUTOXKEHUIO0, 00J107KKa JieJla OLleHUBAKTCS HAa «3a4TEHOY.

- HenmpaBusibHO opopMJieHHAs: JOKYMEHThI: JIMCT-3aBEPUTEJIb Jiesia, OMUCH
JleJ1 TOCTOSTHHOTO U BPEMEHHOI'0 CPOKOB XpaHEHHs, aKT O BblJeJIEHUH Jies K
YHUUYTOXKEHHUI0, 00JI0’KKa JieJ1a HallpaBJISIIOTCS HA I0PabOTKY.

IIpakmuuyeckoe 3ausamue N°11

OpzaHu3ayus 31eKmpoHHO20 A0OKYyMeHImoo6opoma.
Ilepedaua uHghopmayuu N0 KOMNbLIOMEPHBIM CEMSAM.

3ajaHue:

1.

3aperucTpyupoBaTh MOATOTOBJIEHHbIE B MNPeAbIAYUIAX 3aJaHUIX
NUCcbMa B peErucTpalMoHHOM ¢opme C MOMOLIbI0 CHUCTEMBI
3JIEKTPOHHOTO JJOKyMEHTO060pOTa.

C n[oMOLbK  CUCTEMBI  3JIEKTPOHHOTO  JJOKyMEHTO060pOTa
NPOKOHTPOJIMPYUTE CPOKU UCIOJHEHUS JOKYMEHTOB W MOPYYEHUU
TEKylLIUX JeJ COTPYJAHUKOB.

C rmnoMolbI  CHUCTEMbl  3JIEKTPOHHOTO  JOKYMeHTO0Oo6opoTa
OCYILLECTBUTE MOUCK JJOKYMEHTOB /IJ1s1 ONlepaTUBHOU paboOThl C HUMU.

BbINOTHUTE OTOPAaBKY CO3J@HHBIX paHee JOKYMEHTOB IPENo/aBaTesito ¢
MOMOLIBIO CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000pOTAa.

Bpems Ha BbInnos1HeHHUe: 90 MUH.
IlepeyeHb 06'bEKTOB KOHTPOJIS

HanmeHoBaHue OcHOBHBIE ITIOKa3aTe/JIH OLeHKHU
00bEKTOB KOHTPOJIAA U pe3yJibTaTa
Y.2 llpoBoguTh -BBINOJIHEHUE pEerucTpanu U pacCblIKH
aBTOMaTHU3UPOBAaHHYID 00PabOTKY |[OKYMEHTOB IO CIIUCKaM B
JLIOKyMEHTOB aBTOMATHU3UPOBAHHOM peXHUME;

-opraHusanus 3¢ PpeKTUBHOTO KOHTPOJIS 3a
UCIIOJTHEHHEM JIOKYMEHTOB B
aBTOMaTHU3UPOBAHHOM PEXHUME;
-OCylLleCTBJIEHUEe TIOMCKa JIOKYMEHTOB B
aBTOMAaTU3UPOBAHHOM peEXXHME.
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Y.4 Ucnonp3oBaThb -BbINIOJIHEHWE OTHpPAaBKU CO3/JAaHHBIX paHee
TeJIEKOMMyHHUKAIlUOHHbIE JIOKYMEHTOB Ha pabouee MecCTO
TEXHOJIOTUH B 3JIEKTPOHHOM npenojiaBaTesii  MOCPEACTBOM  CUCTEMBI
JIOKYMEHT0060pOTe 3JIEKTPOHHOTO JIOKYMEHT0060pOTA..

Kpurepuu oneHku:
- [IpaBU/IbHO BBINIOJIHEHHbIE 33/IaHUSA OLIEHUBAIOTCA HA «3a4TEHOY.
- HenpaBuJ/ibHO BbINOJIHEHHBIE 3a[JlaHUSI HANIPABJSOTCA Ha JOPAOOTKY.

KoHTpoJsbHasa pa6ora Nel.

Bapuanm 1
1 . Ilpodoaxcume npedaoxceHue: Tloj, TOCYyAAapCTBEHHOW CUCTEMOU
JIOKyMEeHTallMOHHOI'0 00ecrieyeHUsl ynpaBJaeHUs IOHUMAETCH ...

2. Ykaxcume pekeu3umbl npukasa.

3. Ilpodoaxcume npedaoixceHue: MaTepuasbHbld 00bEKT C HMHOpMalUeEH,
3aKpeIJIeHHOHU

CO3/JaHHBIM YeJIOBEKOM CIOCOOOM [Jid ee IMepefjaid BO BpPEMEHU U
NPOCTPAHCTBE HAa3bIBAETCH...

4.M3 npednoxceHHbIX BAPUAHMO8 0MBEMO8 BblopaMmb  NPABUALHbILL
CoBMeCTHBIU OpraHu3alMOHHO-PACIOPSAUTENbHBIN JIOKyMEHT
odpopMJIeTcs:

A) Ha 6J1aHKe 0JIHOU U3 opraHyu3aluu

B) Ha coBMecTHOM 6JiaHKe [BYX OpraHU3aLui

B) Ha yuctom aucTte 6ymaru popmata A4

[') Ha 6/1aHKaX BBILIECTOSLIMX OpTraHU3alLu K.

5.U3 npedaosxceHHbIX BaApUAHMO8 0mMeEemo8 8bl6pamb NPABU/bHDILL
Bu3bl Ha pacnopsAAUTENbHBIX JOKYMEHTAX MPOCTABJISIOTC:

A) Ha MepBOM JIMCTE NMOAJIMHHUKA JJOKYMEHTA HA HUXKHEM €ro IoJIe

B) Ha mocsiejHEM JIMCTe MOAJTMHHUKA HU)Ke PEKBU3UTA «ITOAIIHUCHY»

B) Ha mepBOM JiMCTe BTOPOTO 3K3eMILJsipa JOKYMeHTA

') Ha moc/ieTHEM JIMCTe BTOPOTO 3K3EMILISIPa JOKYMEHTa.

6.IIpodosxcume npedaoixceHue: JJOKyMeHT, COCTaBJIEHHBIU C LeJIbl0 OMUCAHUU
$aKTOB OCHOBHOM [eITeJIbHOCTU OpTraHU3alUUd WA TNOATBEPXKAEHUS
CBeJleHUu buorpadpuyeckKoro Uin CAy>KeO0HOTr0 XapaKTepa Ha3bIBAeTCH ...

7. U3 nped102ceHHbIX 8APUAHMO8 0MBEMO08 8bl6PAMb NPABUALHBIU:
PekBU3UT CJ1y?»KEOHOTO MUCbMA - 3TO:
A) oTze/ibHBIN 3/71IEMEHT JIOKYM€EHTa
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B) cOBOKyNHOCTb HECKOJIbKUX 3JIEMEHTOB
B) dupmeHHbIN 6J1aHK
[') uHAEKC JOKyMeHTa

8. Halidume owubku 8 o0@popMaeHUU NpUBEOeHHO20 Huxce OJOKYMeHmd.
Jlobasbme

Hedocmawuwjue pekKgu3umsl, NOKaxcume, KAk Npasu/abHO 0N  00AXHCEH
ogopmasimubcs

TOO «BUOKOM» JiupeKTopy PUpPMBI «ASKC»
B.M. JlapuoHOBY
ya. Homasg, 56, r.HoBocubupck

123456 CkaTepTHBIM MepeyJokK, 22, MockBa
TesN.78 65 76 103030.

HanomuHaeM, yTo corsiacHo goroBopy N2 Bama ¢upma posnkHa Obljia
3aKOHYHUTb paboThl Mo k 00.00.00.

[IpepsiaraeM BaM 3aKOHYUTH NIPEAYCMOTPEHHbIE YKa3aHHBIM JOTOBOPOM
pa6oTsl Kk 00.00.00. B npoTuBHOM cJyiy4ae Mbl OyZieM BbIHYKJEHBI 10JaTh Ha
Bac uck.

Kynpussos H.H.
67578 09

Bapuanm 2.
1. Ilpodoaxcums npedaoscerue: llox ciykeOHbIM JOKYMEHTOM IOHUMAETCS

2. YKajxcume pekeusumubl cnpasku.

3. Ilpodoaxcums npedsaoxceHue: 3anvcb UHPOPMAILIMM HA pa3JIAYHbBIX
HOCUTEJISIX 110 YCTaHOBJIEHHBIM NIpaBUJIaM Ha3bIBaeTCs .

4. U3 nped103eHHbIX 8PUAHIMNO8 0MBEmos 8bl6paMb NPABU/LHBILL:

5. 3aroJ/ioBOK K TEKCTY JIOKyMEeHTa MOKHO He COCTaBJIATD:

A) Ha fokyMeHTax popmaTa A5

B) Ha coBMeCTHBIX JOKyMeHTax

B) Ha foKyMeHTax, COCTaBJIeHHbIX Ha 6J1aHKaX JJ0/PKHOCTHOTO JIULA
') Ha fJoKyMeHTax, HallpaBJisieMbIX B Be/JOMCTBEHHbIE YYpexXIeHHUs.

5.HU3 npedoiceHHbIX 8apUAHIMO8 0MBEMo8 8bI6PAMb NPABU/ALHbILL:
PekBuzut «Ilognmucek» Ha  JOKYMEHTAax, IMOJNHCHIBAEMbIMU JIBYMs
JI0JDKHOCTHBIMHU JIMI[AMHU
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OJIHOTO YPOBHs, 0QOPMJISIETCS:

A) B ABa psiia HA OZJHOM ypPOBHE

B) ogHa noanuck noj Apyrou

B) B cTo16UK

') mo ogHOM MoANKCH B ABOMHOM KOJIMYECTBE 9K3eMILJISIPOB JOKYMEHTA

6. [Ipodoaxcums npedaoxceHue: JJOKYMEHT, aJipeCOBaHHBIM PYKOBOAUTEJIO
JJAaHHOW WJIM BBILIECTOsIIE OpraHu3aldH, cojepKallliil 06CTOosTeJbHOE
W3JIO)KEHWEe KaKOoro-Jub0 Bompoca C BbIBOJAMU W MNpeAJoKeHUSIMU
COCTABUTEJIS], HABBIBACTCSH wuvevureressseesssessseesssesssssssssssssssness

7. U3 npednodceHHbIX 6apUAHMO8 0MBemoes 8bI6paMb NPABUALHDBIIL:

8. Ha ocHOBe KoJ171erMa/ibHOCTU U34AI0TCS:
b) ykasanus

B) npurkasbl

[') pacnopsixkeHus

/1) mocTaHOBJIEHUS

8. Halidume owubku 8 oopmaeHUU npusedeHHO020 Hudce JOKyMeHma.
Jlobasbme

Hedocmaruwjue pekgu3umol, NoKaxcume, Kak Npasu/bHO OH O00/AXHCEH
0P OPMASAMBCAL.

dabprka CyBEHHUPOB
AKT

I[IpueMa-mnepeaadum aes

OcHoBaHue: npuKas aupekropa ¢padbpuku ot 00.00.0000 Ne6
CocTaBJieH KOMUCCHEH B COCTaBe:
[Ipepcenatens - Imutpuen K.C.
YsieHbl KOMUCCUU: OBIBIIMU MHCHEKTOpP Mo KaapaM - KoctpukuH I1.P., BHOBB
Ha3Ha4yeHHbIW UHCIIEKTOP N0 KazpaM - UBaHoB I'.10.
[IpyucyTcTBOBaINU: Ha4a/IbHUK KaHLeasapuu — OpJios JLT.
KoctpukuH II.P. cgan, a UBaHoB I.10. npuHsaa gesna no JOKHOCTU
VHCIIeKTOopa 1o KaapaM. [Ipu npueme - caade fes yCTaHOBJIEHO:
1. Bce sinuHBbIe fieJ1a U KApTOTEKAa pabOTHUKOB pabpUKU HaXOAATCA B
nopsjke.
2. Jlenamno 20__r. BKJIIOYUTEJIBHO NIepeiaHbl B APXUB .....
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[Ipunoxenue:
1. CnMCOK JIUYHBIX Jes paboTaroluX COTPYJAHUKOB GpabpUKU HA 2 JI. B 2
9K3.
2. Cnucok gen3a20__ r. Ha 2/.B 2 3K3.

CocraBJieH B 3 3K3eMILIspax:

1-bI¥1 5K3. - UHCIIEKTOPY N0 KaZjpaM pabpHUKY;
2-0M 3K3. — OT/leJly KaJipOB 00'beJUHEHUS;
3-1UM 3K3. - B JleJI0.

Bapuanm 3
1. I[Ipodoaxcumo npeodoixceHue: [lox JIOKYMEeHTaLMuOHHbIM
obecrneyeHUeM ynpaBJeHUS TOHUMAETCH...

2. Ykaxcume PEK8U3UMbBI NPpOMOKO/1d.

3.IIpodoaxcums npeod10xceHue: COBOKYIHOCTb B3aMMOYBSI3aHHBIX
JIOKYMEHTOB, IpUMeEHsIeMbIX B OIpeJieleHHOW cdepe [esdTeJbHOCTU
Ha3bIBaeTCs

4.1U3 nped/ojceHHbIX  8apUAHMO8 0mMeemos  8blopamob
npasu/bHbIU

[ledyaTh Ha OpraHM3allMOHHO-PACIOPSAAUTENbHbBIX JJOKYMEHTAaX
NPOCTABJISIETCS:

A) Ha 1t060M CBOGOHOM MeECTe

B) no/kHa ObITh 3axBayeHa 4YacTb HAMMEHOBAHUS [JOJHKHOCTHOTO JIMIL,
NOJINMKCAaBIIEro JOKYMEHT

B) no/rkHa ObITh 3axBayeHa JIM4YHAsA NOJANWCh U 4YacTb HaWMeEHOBAHUS
JIOJDKHOCTH JIMLIA,

o/ N1CaBUIErO JOKYMEHT

[') HM>Ke peKBU3UTA «IOAIUCH»

5. U3 npednodxceHHbIX 8apuaHmos8 0meemos 8blOpaMmb NPABUIbHBILL:
OTMeTKy 06 UCIIOJIHATEJIe PacIoJiaratorT:

A) Ha 060POTHOU CTOPOHE MEPBOrO JMUCTA LJOKYMEHTA

B) Ha iM1eBOM CTOPOHE MEPBOTO JIMCTA JOKYMEHTA HA HAXKHEM I10J1e

B) Ha s1eBOM mnoJie JOKyMeHTa

[) Ha s EeBON UK O0GOPOTHOM CTOPOHE MOCJEeJHEr0 JIMCTA JOKYMEHTA B
JIEBOM HUXKHEM YTJIY.

6.[lpodoscums  npedaoxceHue @  JIOKYMEHT, COCTaBJIEHHBIH

HECKOJIbKMMU JIMIIaMWA U MO/ TBEPXKJAIOIIMU YCTAaHOBJIEHHbIN (aKT,
COOBITUE, JIEUCTBUE HABBIBACTC S eeureersreesseessessseessssssssesssssssessssssssssssesssssssssssanes

7.13 nped10sceHHbIX 8APUAHMO8 0MBEemo8 8bI6PAMb NPABUIbHbIL
CcblKa Ha MOMeEP U JaTy BXOJSIIEro JIOKYMeHTa NPOoCTaBAseTCs Ha:
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A) rapaHTUMHOM MK CbME
B) comnpoBoauTe/IbLHOM
nucbMe B) oTBeTHOM
NHUCbME

[') Ha Bcex BHU/1aX MU CEM.

8.Halidume owubku 6 o0@gopMaeHUU NpuUBedeHHo20 Huxice OJOKyMeHma.
Jobasbme Hedocmaroujue pekgusumsl, nokaxcume, KaKk Npasu/1bHO OH 001H#CeH
0POPMASIMBCAL

CtaHKO CTPOUTEJIbHBI 1 KoJLI eJXK

[TPUKA3

3a HapylleHUe Yy4YeOHOM JUCLMIJIMHbI (MPONYCK 3aHATHM Oe3
YBaXKUTEJNbHBIX IPUYMH) B Jlekabpe 20___ roja

[TPUKA3BIBAIO:
1 . O6pABUTH BBITOBOP HUXKECJEAYIOIIMM CTyAeHTaM: rp. 10-210 -
[TetpoBy A. C. (56 yacoB); rp. b-240- UBaHoBo# E.H. (66 yacoB).
2. KsraccHbIM pyKOBOJMUTEJISIM TPYIN JAOBECTH HACTOAUUKW NMPHKA3
Jl0 CBeJleHUs BCex
CTYZLEHTOB.

Bapuanm 4

1. llpodoaxrcums npedaodcenue: [lon 6J1aHKOM NOHHUMAETCS
2.YKkaxcume pekgu3zumul OK/1a0HOU 3aNnuUcCKu.

3.IIpodoaxcums npedioxceHue
[IpuBeseHue 4yero-inbo K eguHOU cucteme, popMe, eAMHOOOPA3UI0
Ha3bIBaeTCH ...

4.H3 nped10iceHHbIX 8apUAHMO8 0MBEMO8 8blIOPAMb NPABUABHDIIL:
®opmyssip-obpasel;  OpraHU3alMOHHO-PACIOPSAUTENBHOIO  JIOKyMEHTa
npeJ/iCTaBJIsIeT COOOU:

A) MakeT 6Jy1aHKaA JOKYMEHTA, MOArOTOBJEHHOT0 K U3/IaHUI0 TUNIOrPpadCKUM
CIroco6om,

B) ob6pasern 671aHKa JOKYMEHTA,

B) cxemy pacnoJioykeHHs1 peKBU3UTOB OPraHM3alMOHHO-PaCNoOPAAUTENbHOTO
JIOKyMEHTA,

[') o6pasel; KOHKpPETHOI0 BHJA OPraHU3alMOHHO-PACHOPSAAUTETBHOTO
JIOKYMEeHTa.

5.1U3 npedsodceHHbIX B8APUAHIMO8 0mMeemos8 8blopamb

npasu/ibHbll:
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Ha gokymeHTax paspelaeTcs NpoCTaBJSITh He 6oJiee:

A) nByX aspecaToB,

b) OZLHOTO

aJipecarta,

B) Tpex agpecaTos,

M yeThbIpex

aJipecaToB.

6.lIpodoaxicumbs npedodxceHue

JIOKyMEeHT, cojiepKaljui 3aMucCh X0Ja 00CYXK/JeHHUs1 BOMPOCOB M MPHUHSATUS
pellieHUH Ha COOpPAHUSX, 3aCeJaHUSAX, COBELIAHUSAX HAa3bIBAETCH ....
7.H3 nped103ceHHbIX 8APUAHIMOB8 0MBEMOo8 8bI6pAMb NPABU/AbHbIL

[Ipukas, ucnoJiIHeHHe KOTOpOro TpebyeT pHHAHCOBOTO pelleHHs] BOMpPOCa,
Heo0X0IMMO COTJIacoOBaTh

A) c ropucToMm,

B) c rmaBHBIM OyxrajaTepom,
B) c ucnosiHuTeASIMY,

) c 3am.gupekKTopa.

8.Hatidume owubku 8 ohopmaeHUU npueedeHHO20 Huxce JOKyMeHmad.
Jlobasume

Hedocmarwuwue pekg8u3umbl, nokajicume, KAk Npasu/ibHO OH 00/1MCEH
0POPMASIMBCAL

AO «KoHTyp» [lTkosia Ne123

CITPABKA

OpsioB Uropp HukosaeBUY paboTaeT AU3aliHEPOM OT/ieJla peKJiaMbl
AO «KoHTyp» c oknazgom 5400 (mATh ThICAY YeThIpecTa) pyoJien.

Bapuaum 5.

1. [Ipodoaxcums npedaoiceHue
[Tog yHUPULIMPOBAHHOW CUCTEMOU JOKyMEHTALlMU IOHUMAETCS....

2. Ykadicume peksu3umul akma.

3.IIpodoaxcums npedaodxceHue

COBOKyrIHOCTb PEKBU3HUTOB, onpeaecsIeHHbIM 06p8.30M
pacCiioJJIOKEHHbIX B IOKYMEHTE HAa3bIBAE€TCA ...

4. U3 nped102ceHHbIX 8apUAHMO8 0MBemos, 8b16pamMb NPABUALHbIU:
[OCT P.6.30 -200 ycraHaB/JMBaeT COCTaB pPEKBU3UTOB
JIOKYMEHTOB B KoJinuecTBe: A) 31
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B) 25
B) 29
r) 30

5. U3 nped/1odceHHbIX 8apuaHmo8 0meemos 8blopamb
npasu/bHbli;

Pe3soJito1ysi Ha JOKyMeHTaX NPOCTaBJIsIETCS:

A) B mpaBOM BepxHeM VYIJy HaJ, TEKCTOM
JIOKYMEHTA,

B) Ha moJsisix JOKyMeHTa,

B) Ha Js1060M CBOOGOJHOM MeCTe JAOKYMEHTA,
KpoMe mnoJiel, [') nos peKBU3UTOM «IOAIHCHY.

6. [Ipodoaxcums npedaodxceHue

[IpaBoBO# aKT, cO3/1aBaeMblii pPyKOBOJWUTEJNEM OpTaHU3alMH, JeUCTBYIOIUM
Ha OCHOBe €JWHOJIMYHOTO MPUHSATHUS pelleHUHd B LeJsgx pa3pelieHus
OCHOBHBIX M OINEpaTHBHBIX 3a4ay, CTOSIIMX Iepes] OpraHu3alueH,
Ha3bIBAETCH ....

7. U3 nped102ceHHbIX 8apUAHMO8 0MEemoas 8bl6pambv NPABUAbHbBIL
/laToy npoToKoJia ABJISIeTCH:

A)  pgara  nmojnucaHus

POTOKOJIA, b) JlaTa

3acelaHus,

B) naTa cocTaB/ieHus,

[) naTa peructpayuu.

8.0popmume omeemHoe nucomo. Hailidume  owubku 8  o@popMmaeHUU
npugsedeHHo20 Huxce doKymeHma. /Jlobasbme Hedocmarwwue peKksu3umbl,
nokaxcume, KaKk Npasu/1bHo OH 00/134ceH 0POPMASMbCAL.

OTKpbITOE aKIMOHEpPHOe 06I1ecTBO «Panmo» TexHu4yeckomy

JUPEKTOpY
000 «®opmyna»

Y. UenTtpanbHag, A. 14, r. Boponex, 456789

p/c 78900987654321234567 B 6aHKe
«Poccuncknm kpeguT»

k/c N2 89765689456534543212, BUK 456321908

23.04.2010

[lo Bamel npocbbe HampaB/JseM BaM MpPaWC-JUCTbl Ha IE€HbI
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KOMIIJIEKTOB TOProBOTO O0O0OOpyZl0BaHUSA, a TaKXe HOBble peKJaMHble
npocnekTol. [Ipy Mos0oXUTEeJbHOM pelleHWH BONpoca O 3aKyIKe TOProBOro
060pylI0BaHUS COOTBETCTBYIOIME JOKYMEHTHI JOJKHbI ObITh HalpaBJieHbl
HauyaJIbHUKY oTAeJa cobiTa UrHaTtoBy B. I1.

Bapuanm 6

1 . Ilpodoaxcums npedaodxcerue: Ilog anbbomMoM ¢GOpM JOKYMEHTOB
MOHUMAETCH ...

2. Ykaxcume pPeKeU3UMbI C./lnyCe6H020 nucoema

3. I[Ipodossxcams npedioxceHue

[Ipouiecc ycTaHOBJIEHUSI M NPUMEHEHUH CTAaHAAPTOB, MOJ, KOTOPbIMU
NOHUMaeTcs1 obpasel, 3TaJI0H, MO/JeJib, IPUHUMaeMbl€e 32 UCXOAHbIE AJIs
COTNIOCTAaBJIEHUS C HUMU JIPYTUX NOA00HBIX 00'b€KTOB HAa3bIBAETCH ...

4. U3 nped 0y ceHHbIX 8apUAHMO8 0MB8emo8 8blI6pamb NPABUIbHbBIU
['OCT P 6.30 -2003 pacnpocTpaHseTcs Ha;
A) mnepBHUYHBIE YYETHbIE JJOKYMEHTHI,
B) opranusaygoHHO- pacnopsiuTeJbHbIE JOKYMEHTHI,
B) craTtucTuUyeckre JOKYMEHTHI,
') prHaHCOBBIE JOKYMEHTHI.

5. U3 npedsodceHHbIX 8apuaHmo8 omeemos 6blbpamb
npasubHbIU:

[pud  orpaHuvyeHusi  fAocTtyna K  JOKYMEHTY

NPOCTABJISIETCS Ha:

A) 1eBOM 1oJie JOKYMEHTA,

B) H>KHEM noJie JOKYMEHTa,

B) BepxHeM noJie JOKYMeEHTA, B IPaBOM YTy,

') Ha 0iHO¥ CTPOKE C 3ar0JIOBKOM JJOKYMEHTa.

6. IIpodoaxcumbs npedaodxceHue
[IpaBOBOY aKT, onpese gl CTPYKTYPY, QYHKLIUU U IpaBa NpeApUATHS,
OpraHM3aLvH, YYpeXXAeHUd Ha3bIBAETCH ....

7. U3 npednodxceHHbIX 8apUaHmMo8 0meemos 8bl6pambsb NPABUIbHbBIU:
[leyaTb cTaBUTCA Ha:
A) rapaHTUHHBIX NHUCbMaX
B) nHpopmManMoOHHBIX MUCbMax
B) peksiaMHBbIX MHMCbMax
[') conpoBOUTENbHBIX TMCbMaX
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8. Hatidume owubku 6 ogopmaeHuUu npueedeHHO020 Huxce OOKyMeHma.
Jlobasbme

Hedocmawuwjue peksu3Umbl, NOKaxcume, KAk Npasu/sbHO OH 00J/1HCeH
0(OPMASIMBCAL

[TPOTOKOJI
Ne12

3aceJaHUAd KOMHWCCHHU I10 JeJ1aM
HEeCOBEPHIECHHOJIETHUX

[Ipencenatens - CMupHOB C.C.
Cekpertapp - AHTOHOBa M.M.
[IpucyrcTBoBasiu: AHMcUMOB A.C, bapaHos B.I1,, 'ankuna A./J]

[TOBECTKA JHA:

O nopsake NOArTOTOBKM K KoHbepeHUMH. Jlokaaf
HUBaHnoBa I1.H.

CJIYIIAJIN:
WBaHoBa II.H. - TekcT foK1aJa npuiaraeTcd

BBICTYIINJIU:
[TerpoB H.II. - 4 B CBOeM BBICTYIIJIEHUH..,

[TIOCTAHOBMUJIN:
[ToAroTOBUTDH TE3UCHI JOKAA/A .....

Bpems Ha BbINOJIHEHHUE: 45 MUH.

IlepeyeHb 06 BEKTOB KOHTPOJIS

HaumeHoBaHue OcHOBHBIE NIOKa3aTe/H OLleHKHU pe3yJibTaTa
00'bEKTOB KOHTPOJISI

Y1. odopmaaTb U nOpoBepsAThb|odpopMyeHHUE PAaCHOPAAUTENbHBIX U CIPABOYHO-
IPaBUJIBHOCTh opopMJieHHs |MHGOPMALMOHHBIX JOKYMEHTOB
JOKyMeHTAallMh B COOTBETCTBHUM C
YCTQHOBJIEHHBIMHU TPEOOBAaHUAMY, B
TOM qucse UCIOJIb3YS
MHPOPMaILMOHHbIE TEXHOJIOTUH;

3.1 OCHOBHbI€ TMOHSTHS: HEHH,HSHOMEHHG HOHHTHH,HeHeﬁ,Baﬂaq N IIPUHLHUIIOB

3aa4du H MMPUHLOUIIBI | A€JIOITPOHN3BOACTBA
AOKYMEHTALMOHHOT'O obecreyeHUs
ylpaBJIEHHU A,
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0$OpMJIEHHIO JOKYMEHTOB

3.4 TpeboBaHM S K COCTABJIEHHUIO U

U3noxeHue mnpaBui odpopM/IeHHUS] [JOKYMEHTOB,
persiameHTUpoBaHHbIX 'OCToMm P6.30-2003

YHI/IBepCElJIbHaH INKaJIa OI€HKH OﬁpaBOBaTEJIbeIX AOCTPI)KEHI/lﬁ.

[IpoueHT KayecTBeHHas olleHKa yPOBHS MOATOTOBKHU
pe3yJabTaTUBHOCTHU Basn (oTMeTKa) Bep6asibHbIM aHasior
(npaBUJIbHBIX OTBETOB)
95-100% 5 OTaMYHO
94 -75% 4 Xopoio
74 - 60% 3 Y l0BJIETBOPUTEJILHO
MeHee 60% 2 Heyn0B1eTBOPUTEIIBHO

Onpoc no pa3saeiny Nel /lokymMeHTHpOBaHHe

Ycrabeii onpoc N2l no Teme  «IloHATHE O JOKyMeHTaX M CHoco6ax
JIOKYMEHTUpPOBaHUs. Bujabl U Kjaaccudpukanus
JIOKyMEHTOB»
1.Paciuudpyiite a66peBuatypy JA0Y. Kak cooTHocATcAa Mexay cobou
TEPMUH  «JleJIONPOU3BOACTBO» W  TEPMUH, CKPBbIBAOILUWCA  TOJ,
abopeBuartypoi J10Y? [loustue J0OY.

2. llenu v 3agauu J10Y.

3. TexHn4eckue NOCTUKEHUS, HCIloJIb3yeMble B JOY.

3. OnpenenvTe NOHATHUA «JOKYMEHT», «OQHUIIAAJbHBIA JOKYMEHTY,
«CJIY?KEOHBIA JOKYMEHT», «3JIEKTPOHHbIA JJOKYMEHT», «Tabesb popM
JIOKyMEHTOBY, «aJIbb0M (POpPM JOKYMEHTOBY.

4. Kakve QpyHKIIUY MOXKET BbINOJHATb IOKYMEHT?

5. KakuM 3aKOHOM YyCTaHaBJIMBAeTCSI MNPAaBOBOW pEXUM CO3/aHMS,
XpaHeHHUs U UCTI0JIb30BaHUS HHPOPMalLlMOHHBIX PECYPCOB?

6. [Tonstue 'CA0OY. OcHoBHas 11es1b pazpaboTku I'CA0Y.

7.Y4To noHMMaeTcs NoA NoJUPYHKIIMOHAJIbHOCTbBIO IOKYMeHTa?

8. Ilepeuuciure

NPU3HAKK [0 KOTOPbIM KJACCUQUIUPYIOTCA

JIOKYMEHTBI, UCI10JIb3yeMble B OpraHrU3alUsX.
9. Kakue pa3HOBUJHOCTU AOKYMEHTOB Bbl 3HaeTe?

Bpems BbInosiHeHUA: 20 MUH.

IlepeyeHb 06 BEKTOB KOHTPOJIS

HanmMeHoOBaHUue OcCHOBHBIE MOKa3aTe/Iu OL€eHKHU
00'bEKTOB KOHTPOJIAI U pe3yJibTaTa
3.1 OcHOBHBIE NTIOHATHUS: LIeJIH, H3noxxeHue IIOHATHA, LeJsel, 3aga4y U

3aZila4y U npuHLunsl 10y

MNPHUHIOUIIOB AEJIONIPOU3BOACTBA

42




3.3 Knaccudukanuio gokymeHToB |H3/10KeHUe KiaccudUKaLMU JOKYMEHTOB

Kputepuu oneHKu:

- OLleHKa «OTJIMYHO» BBICTABJISIETCI O0Oy4yarwlleMycsi, €eCJU €ero OTBET
BBITNIOJIHEH 0€3 OLINOO0K, WM [I0NYIleHa O/iHA Herpybas olunoKa.

- OLleHKa «XOpOoLIO» BBICTABJSETCS O0Oy4yaloleMycs, ecad AOMNylleHbl
OIIMOKH, HO B 11eJIOM OTBET MTOKa3bIBaeT 3HAHUE MaTepHaJa.

- OIleHKa «yZOBJETBOPUTEJbHO» BBICTABJSAETCI O0OydYaloIleMycsl, €eCJH
JIOMYILlEHBI OIIMOKU MPU OTBETE.

- OlleHKa «HeYyJIOBJIETBOPUTEJNbHO» BBICTABJSETCS OOyYaloIeMYyCsl, €C/d
JIONylIeHbl ITPyOble OUIMOKU JIMOO HET OTBETA.

Onpoc N22 no teme «Tpe6oeaHus kK doKymeHmam. Cocmaes pekeuzumoe
C/AYHCeO6H020 JOKyMeHma»

1. KakoBo copep:kaHWe TMOHATHUU «CHUCTEMA JOKYMEHTALUW»,
«yHAUOULIMPOBAHHAsS CUCTEMA JOKYMEHTAIUU»?
2. Kakue 6bIBalOT CUCTEMbI JOKYMEHTAL[UK?

3. B d4em ocobenHocts YC OP/? IlpuBeaute mnpuMepsl
YHUPUIIMPOBAHHbBIX CUCTEM JOKYMEHTAIUH.

4, B 4yem 3akiwoyaeTcd CyTb YHUOUKALMM W CTaHJAapTU3ALUU
JIOKyMEHTOB?

5. Uto npejgcraBasfeT co00W CTaHZAAPT W KakKue BHUJbI CTAHAAPTOB
NPUMEHSIOTCS B Halller CTpaHe?

6. YTo noHMMaeTcd noj peKBU3UTOM JOKyMeHTa?

7.4to onpepenseT GopMyJisip JOKYMEHTA U YeM OTJIM4aeTCsd GOpMyJIsip
JIOKyMeHTa oT ¢popmyJisipa — obpasna?

8. Pacuudpyiite ab66peBuatypy OP/l, npuBeauTe mnpumepsbl
COOTBETCTBYIOIIUX IOKYMEHTOB.

9. KakoBbl Ha3HayeHue U 06J1acTb npuMeHeHus 'OCT P6.30-2003?

10. Kakue <¢opMaTbl 6yMaru HCHOJIb3yIOTCA JJs MOCTPOEHUs
dbopmyaspa-o6pasia OP/?

11. Kakue pa3mepsl nosieit OP/] yctaHoBaeHbl GOPMYASIpOM — 06pa31oM
OPA?

12. Kakoi MaKCUMaJIbHbIM COCTaB pPEKBU3UTOB YCTAHOBJIEH
dbopMmysisipoM-06pasuom?

13. CKOJIbKO NOJIOKEHUW TabyJssiTopa UCMNOoJb3yeTcs MPU 0GOPMJIEHUHU
PEKBU3UTOB?

14. Kakye peKBU3UTbI OTHOCATCH K IOCTOAHHbIM?

15. Kakue peKBU3UTHI ABJSIOTCA 00513aTe/IbHbIMA?

16. CKOJIbKO CyllleCTBYeT ClIocO60B 0bOpMJIeHUsI PEKBU3UTOB?
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17. UYem 1npoJoJibHbIA BapUaHT pPaACIOJIOKEHUS] PEKBHU3UTOB
3aroJIOBOYHOM 4acTH 6J1aHKA OTJIMYAETCS OT YrJIOBOTO?

18. Kakue MeXXCTpouHble HHTEPBaJIbl UCMOJAb3YIOTCA PU 0GOPMJIEHUHU
PEKBU3UTOB?

19. JlaliTe onpejesieHre 6J1aHKA JJOKYMEHTa.

20. Kakue Buibl 6/1aHKOB Bbl 3HaeTe?

21. HazoBuTE cOCOOBI pacnoJioKeHUs] PEKBU3UTOB Ha OJiaHKax. Kakoi
crnocob siBJsieTcs 60Jiee palluOHa/JbHbIM, TIOYEMY?

22. B kakoMm cJsy4yae opraHusalnus HMeeT MpaBO M3[aBaThb OJIaHK
JIOJDKHOCTHOTO JiMLa?

23. Kakue peKBU3UTHI BXOAAT B 00LIUH OJaHK?

24. Kakve peKBU3UThI BXOAAT B GJIaHK JJIS1 THCEM?

25. HazoBuTe pa3aMephl oJielk 6J1aHKa opraHyu3anuu’?

26. Eciv opraHu3anus MMeeT COKpallleHHOe HaMM€eHOBaHHUe, TO I'/le OHO
pacrnoJsiaraeTcsi Ha 6J1aHKe?

Bpems Ha BbInnosiHeHUe: 30 MUH.

IlepeyeHb 06'bEKTOB KOHTPOJIS

HanmeHoBaHue OcHOBHBIE NOKa3aTe/IH O eHKH
00'bEKTOB KOHTPOJIAA M pe3yJjbTaTa
3.1 OcHOBHbIE IOHSTHUA : IeJIH, -N3noxeHne NMOHATHSA, Liejel, 3a/1a4 U
3aja4yu U npuHuunsl 10y NPUHILUIIOB eJIONPOU3BO/CTBA
3.2 CucteMbl ,OKyMEHTAllMOHHOTO |-M3J100keHHe npaBuJ 0pOpMJIEHHS CUCTEM
obecnedyeHUs yIpaBJeHUs, UX JIOKyMEeHTallMUOHHOT'0 0becreyeHus
aBTOMAaTHU3aLUI0 yIpaBJieHUs
3.4 TpeboBaHUs K COCTaBJIeHUIO U |-H3/10%keHMe NTpaBuJl opopMJieHUs
0$OpMJIEHHIO JOKYMEHTOB JIOKYMEHTOB, perjlaMeHTUPOBaHHbIX
COCTom PA 30-2003

Kpurepuu oneHku:

- OILleHKa «OTJIMYHO» BBICTABJISIETCA O0Oy4allleMycs, €eCJd €ero OTBEeT
BBINOJIHEH 0€3 OIIMOO0K, WY 0oNyleHa OJlHA Herpybasi olunoKa.

- OLleHKa «XOpOlLIO» BBICTABJSETCS 00y4yamleMycs, €eCJd [AOMNylLieHbl
OIIMOKH, HO B 11€JIOM OTBET NOKa3bIBaeT 3HAaHWE MaTepUaJa.

- OIlleHKa «yZ0BJIETBOPUTEJbHO» BBICTABJISIETCS 0Oy4aloleMycs, ecJju
JIONyLIeHbl OIIMOKHU MPU OTBETE.

- OLeHKa «HeyJ0BJIETBOPHUTEJbHO» BbICTABJSETCS OOy4YalIleMycsl, ecau
JIOMYILlEHbI TPYOble OLIUOKHU JIMOO HET OTBETA.

Onpoc N2e3 no reme «Op2aHu3ayuoHHO-pacnopsidoumeabHaAs
JdoKyMeHmayusi»

1. KakoBbl 3HayeHHMe U (QYHKIMU OPraHU3aALMOHHO- MPABOBbIX
JIOKyMEHTOB?
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2. K KakuM JJOKyMeHTaM OTHOCUTCA JAOJDKHOCTHAsA UHCTPYKLUA?

3. KeM yTBepxJaroTcsa opraHu3alMoOHHble JOKYMeHThI?

4. Kem noAnuvceiBaeTcs JO/KHOCTHAA UHCTPYKLUA?

5. Kak odpopmiisieTcs coryiacoBaHue Ha J0/IKHOCTHOU UHCTPYKIIAK?

6. /Jlng dYero Hy)XHa O3HAaKOMUTeJIbHass OTMeTKa pabOTHUMKA Ha
JOJDKHOCTHOU UHCTPYKLIMU?

7.4To Takoe wITaTHOe pacnyvcaHue? Ero Ha3HadyeHuUe.

8. KakoBbl OCHOBHble (YHKIMU PACHOPSAAUTENbHBIX JOKYMEHTOB?
[lepedyrcivTe BUABI pacopsaAUTebHBIX JOKYMEHTOB.

9. OnuimuyTe CTalMU NOATOTOBKHU PACOPAAUTEIbHBIX JOKYMEHTOB.

10. [lonaTue v BUAbI NIPUKA3O0B.

11. CocTtaB peKBHU3UTOB IMpHKasa IO OCHOBHOWU /[eATeJbHOCTH,
TpeboBaHUS K 0POpPMJIEHHUIO.

12. JlaiiTe KpaTKyl XapakKTepUCTUKY pacnopspkeHuro. CocrTas
PEKBHU3UTOB, TPeOOBaHUSA K 0POPMJIEHUIO.

13. JlaTe KpaTKyK XapaKTEPUCTUKY yKa3aHHIO. COCTaB pEKBU3UTOB,
TpeboBaHUS K 0POpPMJIEHHUIO.

14. JlauTe KpaTKyl XapaKTEpPUCTUKY IOCTaHOBJeHHIO. CocTaB
PEKBU3UTOB, TpeOOBAHUS K 0POPMJIEHUIO.

15. /laiiTe KpaTKyl XapaKTepPUCTUKYy pelieHUI0. CoCTaB peKBU3UTOB,
TpeboBaHUS K 0POpPMJIEHHUIO.

16. llepeuncante Bubl UHGOPMALMOHHO-CIIPABOYHOW JJOKYMEHTALMH.
JlaiiTe UX KpaTKyI0 XapaKTEPUCTHUKY.

17. TIlepeuyucauTe BHUABI CHyKeOHbIX mnuceM. ONUIIUTE COCTaB
PEKBU3UTOB CJY>KEOHOTO MUCbMA.

18. B 4eM 3akJ/il04arTCA OCOOEHHOCTH COCTaBJIEHHUS U OPOpPMJIEHUS
aKTOB U MPOTOKOJIOB?

19. KakoBbl 0CO06GeHHOCTH OQOpPMJIEHUS [IOKJIAJHOM, CAYKEOHOU U
00'bSICHUTEJbHOU 3aMUCOK?

BpeMs Ha BbINOJIHEHHUE: 25 MMH.

IlepeyeHb 06'bEKTOB KOHTPOJIS

HaumeHoBaHue OcHOBHbIE ITIOKa3aTe/J I OLeHKH!
00bEKTOB KOHTPOJIAA U pe3yJibTaTa
3.4 TpeboBaHUA K cocTaB/eHHIO U | -HU3/10%keHue npaBUa opopMJIeHUs
0pOPMJIEHHUIO JOKYMEHTOB JIOKYMEHTOB, perJ1aMeHTUPOBaHHbIX

['OCTom P6.30-2003

Kpurtepun oneHkKu:
- OlleHKa «OTJIMYHO» BBICTABJSETCS O0O0y4yarmlleMycs, €CJd €ero OTBEeT
BBINOJIHEH 0€3 OLIMOO0K, WY JoNyleHa OJHA Herpybasi omunoKa.

45



- OLleHKa «XOpOolLIO» BBbICTABJSETCS O0Oy4yalleMycs, ecad AOMNylleHbl
OLIMOKH, HO B 11€JIOM OTBET MTOKa3bIBaeT 3HAaHUE MaTepHaJa.

- OIleHKa «yZOBJIETBOPUTEJbHO» BBICTABJISIETCS OOy4YaloleMycs, ecJau
JlONylIeHbl OIUOKU MPU OTBETE.

- OlleHKa «HeyJ0BJIETBOPHUTEJbHO» BbICTABJISIETCS OOydYalolleMycsl, ecau
JIONylIeHbl ITPyOble OUIMOKU JIMOO HET OTBETA.

Onpoc N24 no teme « JJoKymeHmuposaHue mpyoo8uix
npasoomHouweHutl»

1. Kakue BHUbl IOKYMEHTOB OTHOCATCA K JOKYMEHTAUUHU MO JIMYHOMY
cocTaBy?

2. Kakuye JOKyMeHTbl NpeAbsABJASAIOTCA MPU 0POPMJIEHUH HA paboTy?

3. Kakue Tpeb6oBaHUS NPeABABIASIIOTCI K COAEPKaHUI0 U 0POPMJIEHUIO
TPYAOBOIO Jorosopa?

4. YeM OTJIMYAKOTCSA MPUKA3bl 10 OCHOBHOU AeSTEJbHOCTU OT NIPHUKA30B
110 JIMYHOMY COCTaBy?

5. Kakve JOKyMeHTbI JOJ/KHbI BXOJIUTh B COCTaB JOKYMEHTOB JIMYHOTO
nena?

6. KakoBbl 0061111 e paBUJ/a BeJleHUs Y BblJJa4X TPYA0BbIX KHUKEK?

7. KakoBa nocsie0BaTe/IbHOCTb U COCTaB AOKYMEHTOB, 0pOPMJIsieMbIX
pyu npreMe pabOTHHUKA Ha paboTy?

8. KakoBa mnocsefnoBaTesibHOCTbL OQOpPMJIEHUSI W YCJOBUS IepeBoza
pabOTHHKA Ha APYTYIO0 AOPKHOCTb?

9. KakoBa mnocJ/iejoBaTeJbHOCTb U COCTaB JJOKYMEHTOB, 0pOpPMJIsieMbIX
NpY YBOJIbHEHWY PAaOOTHHUKA?
Bpems Ha BbIIIOJIHEHHUE: 25 MUH.

IlepeyeHb 06 BEKTOB KOHTPOJIA

HaumeHoBaHue OcCHOBHBIE ITIOKa3aTe/JIU OLLeHKHU
00'bEKTOB KOHTPOJIA U pe3yJbTaTa
3.2 Cuctembl JOKYyMeHTalMOHHOTO |-M3/10%eHue npaBu 0pOpMJIEHUS CUCTEM
obecrnevyeHust ynpaBJieHUs], UX JIOKYMEHTALlMOHHOT0 obecreyeHus
aBTOMaTH3aLHI0 ylnpaBJIeHUs
3.4 TpeboBaHUs K cOCTaBJeHUIO U | -U3/102)keHHe TpaBUa 0pOpMIIeHUS
opOopMJIEHHIO JOKYMEHTOB JIOKYMEHTOB, perJlaMeHTUPOBAHHbIX
['OCTom P6.30-2003

KpuTtepum oneHku:
- OLleHKa «OTJIMYHO» BBICTABJSETCA OOy4YarolleMycsi, €eCJd €ero OTBeT
BbINIOJIHEH 0€3 OIIMOO0K, WM A0NylleHa 0/lHa Herpy6as ournokKa.
- OIlEeHKa «XOpOILIO» BbICTABJSETCH OOy4YaIIEMYCs, €CJH JOMyIleHbI
OLIKMOKH, HO B LIeJIOM OTBET OKAa3bIBAET 3HAHUE MaTepHuaJia.
- OIleHKa «y/IOBJIETBOPUTEJNbHO» BBICTABJSETCA O0Oy4YalolleMycs, €ecJu
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JlONylIeHbl OIIMOKU MPU OTBETE.
- OL|eHKa «HeyJ0BJEeTBOPUTEJbHO» BbICTABJSETCS OOydYalolEMYyCs, €CIu
JIOMyIlleHbI TPyOble OLIUOKHU JIM6O HET OTBETA.

Onpoc Ne 5 nno teme «PuHaAHCOB80-6yX2a.1mepcKasi 00KyMeHmayusi»

1. KTo uMeeT npaBo ycTaHaBJIMBATh paBUJia paboThl C OyXraJaTepcKon
JIOKyMeHTalueun?

2. KakoBbl 0co6eHHOCTHM OQOpMJeHHST (PUHAHCOBO OyXrajJTepCKUX
JIOKyMEHTOB?

3. Kakue peKBU3UTHI NIPUMEHSOTCSI IPU 0POPMJIEHUN OyXTraJTEPCKUX

JLOKYMEHTOB?

KakoB cocTaB 06513aTe/IbHOU OYXTraATepPCKON OTYETHOCTHU?

KTo noanuceiBaeT JOKYMEHTHI 10 OYXraJTEPCKOU OTYETHOCTH?

YTo Takoe rpaduk OyxraJTepckoro JOKyMeHTOobopoTa?

Kak ocymecTBasieTcs peructpanus 0yxraJTepcKux JJOKYMeHTOB?

N o s

Bpems Ha BbInnoJ/IHeHUe: 20 MUH.
IlepeyeHb 06'bEKTOB KOHTPOJIS

HanmeHoBaHue OcHOBHBIE NOKa3aTe/IH O eHKH
00'bEKTOB KOHTPOJIAA M pe3yJjbTaTa
3.2 CucTteMbl JOKYyMeHTaMOHHOrO |-M310eHue npaBuJ 0pOpMJIeHUS CUCTEM
obecnedyeHus yIpaBJeHUs, UX JIOKyMEeHTaLlMOHHOT0 00ecrneyeHus
aBTOMAaTHU3aLUI0 yIpaBJIeHUS
3.4 TpeboBaHU4 K cOCTaBJeHUIO U | -HU310keHH e TpaBU 0pOpMIIEHUS
0$OpMJIEHHIO JOKYMEHTOB JIOKyMEHTOB, perjiaMeHTUPOBaHHbIX
['OCTom P6.30-2003

Kpurepuu oneHku:
- OlleHKa «OTJIMYHO» BBICTABJISIETCS O0Oy4aloleMycsi, €CJU €ero OTBET
BBINOJIHEH 0€3 OIIMOO0K, WY 0oNyleHa OJHA Herpybasi olmunoKa.
- OLleHKa «XOpOLIO» BBICTABJISIETCS O00y4yaloleMycs, €CJd [AOMYyLleHbl
OIIMOKH, HO B 11€JIOM OTBET N0Ka3bIBaeT 3HAaHWE MaTepUaJa.
- OIleHKa «yZ0BJIETBOPUTEJbHO» BBICTABJISIETCS 0Oy4aloleMycs, ecau
JlONy1IeHbl OIIMOKHU MPU OTBETE.
- OIleHKa «HEYZI0BJIETBOPHUTEJbHO» BBICTABJISIETCA OOydYalOIEMyCs, ecau
JIOMYILlEHbI TPyOble OLIUOKHU JIMOO HET OTBETA.

YcrHbli onnpoc N2 6 no Teme «JoKymeHmayusi n0 6HeWHe3KOHOMU4ecKoll
desime/ibHOCMU»
1. Buabl [OKYMEHTOB, OTHOCALMECd K BHEIIHEIKOHOMUYECKOHU
JlesITeJIbHOCTU OpraHU3aluH.
2. KakoB cOCTaB pEKBU3UTOB [eJIOBOI'O IMCbMa B aHIJIOSA3bIYHBIX
cTpaHax?
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3. UTo BbI 3HaeTe O TPeOOBAHUAX K O(POPMJIEHUID PEKBU3UTOB B
aHIJIOA3BIYHBIX CTPaHax?

4. YTo Takoe nmnpeTeH3us (peksaMaliysi) U B KaKUX CJy4asx OHa

npenbaBasgeTca?

KakuM 06pa3om pa3pelaroTcs pa3HorJacus 1o pexkjaamMmanusam?

O6ue peKOMeH/Jal UK 110 COCTAaBJIEHUIO CTPYKTYPHI J0r0BOpa.

[IpyHIIMIBI pa3MelleHUs CTaTel B I0TOBOPE.

Nowu

Bpems Ha BbInnoJIHeHHUe: 20 MMH.

IlepeyeHb 06'bEKTOB KOHTPOJISI

HanmMeHoBaHue OcHOBHBIE NOKa3aTe/IH O eHKH
00'bEKTOB KOHTPOJIAA M pe3yJjibTaTa
3.2 CucTteMbl JOKYMeHTAaMOHHOTO |-H3/10eHue npaBu 0pOpMJIEeHUS CUCTEM
obecneyeHUs yIpaBJeHUs, UX JIOKyMEeHTaLlMOHHOT0 0b6ecrneyeHus
aBTOMAaTH3aLUI0 yIpaBJIeHUS
3.4 TpeboBaHMS K cOCTaBJeHUIO U | -HU310keHH e nTpaBU 0pOopMIEeHUs
0$OpMJIEHHIO JOKYMEHTOB JIOKyMEHTOB, perjiaMeHTUPOBaHHbIX
['OCTomMm P6.30-2003

Kputepuu oneHKu:
- OLIeHKa «OTJIMYHO» BBICTABJISIETCSI OOy4yarwlleMycsi, €CJd €ero OTBET
BBITNIOJIHEH 0€3 OLINOO0K, WM [I0NYIleHa 0iHA Herpybas olurobKa.
- OLlEeHKa «XOpOILIO» BBICTABJSETCS O0Oy4yalleMycs, €ecad AOMyIleHbl
OIIMOKH, HO B 11€JIOM OTBET MOKa3bIBaeT 3HAHUE MaTepUaJa.
- OLleHKa «yJ0BJIETBOPUTEJbHO» BBICTABJSIETCd 0O0y4yaloleMycs, ecau
JIOMYILlEHbI OIIMOKU MPU OTBETE.
- OIleHKA «HEeyJ0BJIeTBOPHUTEJbHO» BBICTABJISETCS OOydYaloIlleMycsl, ecau
JIONylIeHbl TPyOble OUINOKU JIMOO HET OTBETA.

Onpoc no pasaesny Ne 2 TexHo10rust pa6oThI C JOKYMeHTaluen
Ha npeAnpusaTuu (B pupme)
Onpoc Ne 7 no teme «Op2aHuzayusi pa6omul ¢ dOKyMeHmamu»

1. Kak Ha3sbiBaeTcs CJyKba, OCYILECTBJSAOIAS JOKYMEHTAI[MOHHOE
obecrieyeHUe yIpaBJieHUs, B 3aBUCUMOCTH OT MPUHAAJIEKHOCTH K
omnpeze/IeHHOHW rpyIine opraHru3anum?

2. Kakue ¢pyHkuuu cayx6sn1 JIOY Bbl 3HaeTe?

3. Kakue kaTeropuu paboTHUKOB paboTaroT B cayxbax 10Y?

44Yto Takoe J0KyMeHTO060poT? Kakue MNOTOKHM [JAOKYMEHTOB MOXHO
BbIJIEJINTH B JIOKYMEHTO000pOTE OpraHu3anuu?

5. Yro Takoe o00BbeM AoKyMmMeHTooOopoTa? Kak wuw Jid 4ero
OCYILLECTBJISIETCA MOACYET 00 bEMA JIOKYMeHTO0b60poTa?

6. KakoB opa0K NPOxX0oxKaeHUd BXOAALUX JJOKYMEHTOB?

7. B yeM 3akuitouaeTcs nepBOHA4Ya/IbHasI U NpeJiBapuTeibHasg 06paboTKa
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MOCTyMarler JOKyMeHTaluu?

8. KakoB nops10K NoAroTOBKU U NMPOXOXJEHUSA UCXOAAIIMX JOKYMEHTOB?

9. OnuuirvTe NOPSAJAOK MPOXOXK/AEHUS BHYTPEHHUX JIOKYMEHTOB?

10. Yto Takoe peructpanvsa JOKYMEHTOB, Kakhe JOKYMEHThI MOoAJIeXaT
pervcrpanuu?

11. Kakue cucTeMbl perucTpalMu HaXoAAT NpUMeHEeHUe Ha IpaKTUKe?

12. JlailTe XapaKTePUCTHKY CylleCTBYWOIIMM ¢dopMaM peructpanuu
JIOKYMEHTOB.

13. Kak opraHu3oBaHa Ha NpeANpUSITHH CIPABOYHO-MH(POPMAILMOHHASA
paboTa?

14. KakoBbI 3aja4¥ ¥ BU/bl KOHTPOJISA UCITIOJIHEHUSA JOKYMEHTOB?

Bpems Ha BbInoJIHeHUe: 20 MUH.
IlepeyeHb 06’ bEKTOB KOHTPOJIA

HaumeHOoBaHue OCHOBHbI€ NOKa3aTe/IU OLLeHKH
06bEKTOB KOHTPOJISA U pe3yJbTaTa
3.5 OpraHusanumo U3s0xeHue TEXHOJIOTUU NTpUeMa, 06paboTKH,
JIOKYMEHT0060pOTa: MPHUEM, perucTpanvy JOKYMEHTOB M OpraHU3aLUH
06paboTKy, perucTpaluio, KOHTPOJIS 32 UX UCIIOJIHEHUEM
KOHTPOJIb, XpaHEHUE JIOKYMEHTOB,
HOMEHKJIATVDV JIeJI

Kputepuu oneHku:

- OLeHKa «OTJIMYHO» BBICTABJISAETC OOyYawolleMycs, eCJu €ero OTBeT
BBINOJIHEH 6€3 OIIMOO0K, UM I0oNyllleHa OJlHA Herpybasi ounoKa.
- OLleHKa «XOpOolLIO» BBbICTABJSETCS O0Oy4yaloleMycs, €ecad AOMNylleHbl
OIIMOKH, HO B 11eJIOM OTBET MOKa3bIBaeT 3HAHUE MaTepHaJa.
- OIleHKa «yJOBJIETBOPUTEJbHO» BBICTABJISIETCS OOy4YaloleMycs, ecJau
JIOMYILEHBI OIIMOKU IPU OTBETE.
- OlleHKa «HeyJ0BJIETBOPHUTEJbHO» BbICTABJSETCS OOy4YalolleMycsl, ecau
JloNylleHbl TPyOble OUIMOKU JIMOO HET OTBETA.

Onpoc Ne 8 no teme «TeKkyujee XxpaHeHue 00Ky MeHMOo8»

1. YTo NpoucxXoqUT C JOKYMEHTAaMHU [10CJle OKOHYaHUA UX UCTIOJIHEHUA?

2. JlaiiTe omnpeaeneHde TOHATUSA «Jesio». Kak MPOUCXOJUT €ro

dbopmMupoBanue?

3.JlaiTe omnpenesieHUe, YTO TAaKOe HOMEHKJIATypa [eJ, MOSICHUTE ee
Ha3Ha4yeHue.

4. Kakve BU/ibl HOMEHKJIATYPhI JieJl BaM U3BECTHbI U KaKOB MOPALOK UX
cocTaBJyieHUs1 U 0pOpMJIeHUs?

5. Kak ¢popmupyeTcs uHAeKC ie1a o0 HOMeHKJIaType Aeu?

6. Kak go/1keH 6bITh CPOPMYJIMPOBAH 3aroJioBOK Jiesia?

7. Ha OCHOBaHMU 4Yero NpPOUCXOAUT ONpejes/leHhe CPOKOB XpaHeHUs
JLOKyMEeHTOB?

8. UTo Bbl 3HaeTe 0 (OPMHPOBAHHU JeJ U TOPSAJKE PaCIOJIOKEHHUS
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JIOKYMEHTOB BHYTpPHU Jesia?
9. PacckakuTe 06 onepaTHBHOM XpaHEHUH JieJl.

Bpems Ha BbinoJIHEHHUE: 15 MUH.
IlepeyeHb 00’ bEKTOB KOHTPOJIA

HanmeHoBaHue OcHOBHBbIE IOKa3aTe/Jy OLeHKHU
06'bE€KTOB KOHTPOJISA pe3yJibTaTa
3.5 Opranusanuio U30xeHUe TEXHOJOTUU TPHeMa, 00pabOoTKH,
JIOKYMEHTO0060pOTa: PUEM, perucTpauuy JOKYMEHTOB M OpraHu3aluu
06paboTKy, perucTpanuio, KOHTPOJIS 32 UX UCIIOJTHEHUEM.
KOHTPOJIb, XpaHeHUe JI0KyMeHTOB, |H310xxeHue TpeboBaHUN K GOPMUPOBAHUIO U
HOMEHKJIATypy el opopMmiyieHHIO Jle1 [l UX MOJTOTOBKH K
XPaHEHUIO

Kpurepumn oneHKu:

- OLeHKa «OTJIMYHO» BBICTABJAETCA OOy4yawolLleMycs, €eCJU €ero OTBeT
BBINOJIHEH 6€3 OLIMOO0K, WY J0NyleHa OJlHA Herpybasi omunoka.
- OLleHKa «XOpOLIO» BBICTABJSETCS 00y4yaloleMycs, ecad [AOMNYyLleHbl
OIIMOKH, HO B LIeJIOM OTBET [TIOKa3blBaeT 3HAHUE MaTepHaJa.
- OILleHKa «yZ0BJETBOPUTEJbHO» BBICTABJISIETCS O0Oy4yaloleMycs, ecau
JlONy1IeHbl OIIMOKHU MPU OTBETE.
- Ol|eHKa «HEeyJ0BJIETBOPHUTEJbHO» BbICTABJSETCS OOydYalolleMycsl, ecau
JIOMYIllEeHbI TPyOble OLIUOKHU JIMOO HET OTBETA.

Onpoc N2 9 o Teme «06pa6omka des1 015 NOCAedyIoue20 XpaHeHUsI»
1. YTo Takoe 3KcrnepTH3a LLeHHOCTU JOKYMEHTOB U KTO ee OCyl|eCTBJIAEeT?
2.YTo BXOJUT B COCTAB PaboT M0 0pOPMJIEHUIO JIeJT /ISl XpaHeHUs?
3. KakoB nopaiok nepesayu fej B apxus?

Bpems Ha BbInoJIHEeHUeE: 15 MUH.

IlepeyeHb 06'bEKTOB KOHTPOJIA

HaumeHoBaHue OCHOBHBIE NI0KA3aTe/JH OLLeHKHU
06bEKTOB KOHTPOJISA U pe3yJibTaTa
3.5 Opranusanuo H3noxxeHue TpebOBaHUM K pOPMHUPOBAHHUIO
JlOKYMEHT00060pOTa: IpUeM, 1 0pOpPMJIEHHIO JieJ1 AJisl UX NOATOTOBKHU K
00paboTKYy, perucTpalnuio, XpaHEeHMUI0
KOHTPOJIb, XpaHEHHE JJOKYMEHTOB,

Kputepuu oneHku:

- OLeHKa «OTJIMYHO» BBICTABJISIETCS OOy4yaroUleMycs, €CJU €ero OTBeT
BBITNIOJIHEH 0€3 OLIUOO0K, UM JIONYIlleHa OZlHA HerpyoOasi olroOKa.
- OLleHKa «XOpOoLIO» BBbICTABJSETCS O0Oy4yalleMycs, ecad AONylleHbl
OIIMOKH, HO B 11€JIOM OTBET MOKa3bIBaeT 3HAHUE MaTepHaJa.
- OIleHKa «yZOBJETBOPUTEJbHO» BBICTABJISIETCS OOy4YaloleMycs, ecJu
JIOMYILlEHBI OIIMOKU MPU OTBETE.
- OlleHKA «Hey/J0BJIETBOPUTEJbHO» BBICTABJISIETCS OOy4YalolleMycsl, ecau
JIONylIeHbl TPyOble ONIMOKU JINOO HET OTBETA.
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KoHTpoJsibHast pa6oTa Ne2

Bapuantl

1.

vt

Yto Takoe J0KyMeHT0060poT? Kakue MOTOKM AOKYMEHTOB MOXXHO
BbIJIeJIUTh B IOKyMEHTO0O0POTE OpraHU3aLnuu?
[IpaBuJa pacmnosioKeHHUs JOKYMEHTOB BHYTPH JieJia.

. UTo npefycMaTpuBaeT MoJiHOe opopMJIeHUE Jiesia IPU NOATOTOBKE €ro

KIlepegadye Ha XpaHEeHHUE B BG,E[OMCTBeHHbII\/’I apXI/IB?
Yro npeacraBjadeT coboi pe3oJironud U rae oHa HpOCTaBJIHETCH?
Kakune CDYHKI_[I/II/I BbIIIOJIHAET IIPOTOKOJIbHAA rpynna?

BapuaHT 2

1.
2.

3.
4.
5

KakoB mopsa10k NpoxoxAeHus BXOAAIIUX JOKyMEeHTOB?

JlaiiTe olpejeseHde, YTO TaKoe HOMEHKJATypa JeJ, MOSICHUTe ee
Ha3HayeHHUe.

YTo Takoe 3KCnepTHU3a e HHOCTH JJOKYMEHTOB U KTO ee OCYyILeCTBJISAeT?
Korpa foKyMeHT cuMTaeTCqa UCIIOJTHEHHBIM?

Kakue ciyx6b1 [JOY el CTBYIOT B IPaKTHKe YIIpaBJIeHUA?

BapuaHT 3

1.

B yem 3akstoyaeTcsl mpeABapUTesibHash 06paboTKa MOCTymarollein

JOKyMeHTaluuu?

2.

1

Kakue BHUJABI HOMEHKJATypbl JeJ BaM U3BeCTHbI? JlahTe UM
XapaKTepUCTHUKY.

M3 Kakux 3jieMeHTOB GOPMUPYETCH COCTAB PETUCTPALMOHHOI0 HOMepa
BXOJAIIMX U UCXOAAUUX JOKYMEHTOB?

Kakue pyHKIMU BBINOJIHAET CIyK0a 3KCeAuIus?

Yto mnpexacTaBiaseT cob60W pPeKBU3UT «OTMEeTKa O TNOCTYIJIEHUH
JIOKYMEHTa B OpraHu3alUio» U I'/ie OH MPOCTaBJASIETCS?

BapmaHT 4

1.

U1 N

KakoB nopsaaok npoxoxAaeHus UCXOAAUX JOKYMEHTOB?
Kakuve peKkBHU3HThI BBIHOCATCS Ha 00JIOXKKY Jiesia?

Kak ucuuciisgeTca Cpok XxpaHeHUs JJOKyMeHTa?

C KaKoOM 1|eJIbI0 PETUCTPUPYIOTCA JOKYMEHTbI?
OCHOBHBbIE 33/1a4¥ IKCIIEPTHON KOMHUCCHH.

BapuaHnt 5

1.

YTo Takoe peruvcrpanus JOKYMEHTOB U KaKHe pPerucTpamndoHHbIE
bopMbl HAaXOJAT MPUMEHEHUE HA TPAKTHUKE?
PacckaxxuTte 06 onnepaTUBHOM XpaHEHHUU JOKYMEHTORB?
[lepeyrciinTe OCHOBHbBIE 3Tambl NPOBEAEHUS 3KCIEPTU3bl LLEEHHOCTH
JIOKYMEHTOB.
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4.
5.

YTo 13 cebs MpeAcCTaBJIsET pyuyHasi CPOKOBasi KapToTeKa?
YTO NPOUCXOUT C IOKYMEHTAMH MOCJIe OKOHYAHHUS UX UCTIOJIHEHUS?

BapuaHT 6

1.
2. ByeM 3akstoyaeTcsi paboTta no GopMHUpPOBaHUIO Ae?

3.

4. KTo BXOAUT B COCTaB 3KCIEPTHOW KOMHUCCHUU OPTaHU3ALUU U KEM WU

vt

KakoBbI 3a7ja4u¥ ¥ BUZibl KOHTPOJISI UCIIOJTHEHUS JOKYMEHTOB?
Ha kakuve kaTeropuu nojie/iMad paboOTHUKOB CaAy>K0b1 J10Y?

yeM OHa Ha3Ha4yaeTcs?
YeMm BeAOMCTBeHHbIﬁ IepedeHb OTJINYaeTCA OT TUIIOBOTO nepeqHH?

Bpems Ha BbIllOJIHEHHUE: 45 MUH.
IlepeyeHb 00'bEKTOB KOHTPOJISI

HanmeHoBaHue OCHOBHbBIE IOKa3aTe/Iu OLleHKH pe3yJbTaTa
006'bE€KTOB KOHTPOJISA U
3.5 Opranusanumo U3yoxeHUWe  TexXHOJIOTMM HpueMa, 00paboTKy,
JIOKyMeHT0060pOTa: IpUeM, perucTpaunuy JOKYMeHTOB U OpraHMU3aLuu KOHTPOJIS
06paboTKy, perucTpanuio, 3a UX UCIIOJTHEHUEM

KOHTPOJIb, XpaHEHHe JOKyMEHTOB,

HOMEHKJIATypy el HU3noxeHnue Tpe6OBaHI/If/’I K CI)OpMI/IpOBaHI/I}O u

OCl)OpMJIeHI/IlO AeJl JJId UX TIOATOTOBKH K XpAHEHH O

YHuBepca/ibHasA HIKaJia OLLeHKH 00pa30BaTe/IbHbIX JOCTHXKEHU.

[IponieHT KauecTBeHHas OljeHKa yPOBHS NOATOTOBKH
pe3yJIbTaTUBHOCTHU Basna (oTMeTKa) Bep6anbHblii aHa0T
(mpaBUJIbHBIX OTBETOB)
95-100% 5 OTIM4HO
94 - 75% 4 Xopor1io
74 - 60% 3 Y J0BJIETBOPUTEJILHO
MeHee 60% 2 HeyzioBJ1IeTBOpUTEIBHO

4 MATEPHAJIBI /11 TIPOMEXXYTOYHOM ATTECTALIMM IO YYEBHOM

AUCHUIIJINHE
Bonpocsl 1 3aganus A JupdepeHIMPOBAHHOrO 3a4éTa
Bapuanm 1.
1. IlondaTue JOKYMEHT.
2. JlaviTe kjaaccudUKaLMIO JOKYMEHTOB.
3. Uto Takoe AokyMeHToo60poT? Kakve MOTOKM JOKYMEHTOB MOXHO
BBIJIeJINTh B IOKYMEHTO000pOTe OpraHu3sanuu’?
4. CocTaBpTe NpPOEKT VyKasaHUsd 00 oOpraHU3aluu [JexypcTBa B

npa3aHuYHble JHU B PoxkjiecTBeHCKMe npa3gHUKH ¢ 31 gekabps no 10
aHBaps. llpeasnoxuTh 3aM. pgupektopa no AXY opraHusoBaThb
JIeX)XYPCTBO COTPYAHUKOB Ha BpeMs npa3gHukoB 31.12.2003 mo 17.00

52




IPOBEPUTH U ONleYaTaThb BCe CayKebHble moMeleHus. [IpeicTaBUTh Ha
yTBepxAeHue rpaduk pexypcrtBa no 31 gexkabps. Hepgocraroumue
PEKBU3UTHI YKOKUTE CAMOCTOSITEJBHO.

Bapuanm 2.

1

2.
3.
4,

[lToHsaTHEe NOMUPYHKIIMOHAJTBHOCTb JOKYMEHTA.

HazoBuTe ocHOBHbIe GQYHKIUHU IOKYMEHTA.

KakoB nopa0k nNpoxoxaeHusa BXOAAUX JOKYMEHTOB?

CocTaBbTe CIpaBKy AJid IpeACTaB/JeHUs B OT/eJ COLMa/IbHOU 3allAThI
HaceJIeHUS MockoBCckoro  paloHa  Psd3aHckou 06J1acTHU 0
MOATBEPXJEHUU TPYAOBOro cTaxa MBaHoBa Hukosiaga BacusibeBrya B
nepuoz ¢ 10.01.70r. mo 20.10.80r. Ha npeanpusaTuu «[y106yc» r.Psi3anmu.
Hepocrarouye peKBU3UTHI YKAXKUTE CAMOCTOATEJBHO.

Bapuanm 3.

1.
2.
3.

[ToHsATHE cUcTeMa JJOKyMEHTAIUU.
HazoBuTe BUABI CUCTEM JJOKYMEHTALIMU U JJalTe UM XapaKTEePUCTHUKY.
B yem 3akstoyaeTcsl mpeABapuTesibHasi 06paboTKa MOCTyNarollein

JOKyMeHTaLuu?

4.

CocTaBbTe aKT O CIMCAaHUM TOBApOMaTEpPHUAJIbHBIX ILEHHOCTEW Ha

OoCHOBe mnpukaza HadanbHuka genaprameHta ot 00.00.0000 Ne_ «O
NpOBeJlecHUYM WHBEHTapu3alUyd TOBAapHO-MaTepHasbHbIX LiIeHHOCTeWH». B
aKTe YCTAaHOBJIEHO, YTO He MOJJAKTCd PEMOHTYy M He MOTYT ObITh
peasii30BaHbl MIOMMEHOBAHHbIE HMXXE LEHHOCTH, MOo/JIeXaljre ClIMCaHUI0
Y MCKJIIOYEHUIO U3 YUYEeTa.

HepocTtarwuiye peKBU3UTHI YKXKUTE CaMOCTOSATEJIBHO.

Bapuanm 4.
1. Yto npexacrasssieT co60i 6J1aHK JOKYyMeHTa?
2. Bupapl 671aHKOB. Kakre MocTosIHHbIe pEKBU3UThI MOTYT ObITh HAHECEHBI
Ha KaXXabI¥ BUJ 6J1aHKa?
3. KakoB nopsjok NpoxoxgeHus UCXOAALUX JOKYMEHTOB?
4. CocTaBbTe MPOTOKOJ 3acelaHusl mnpodcorw3Horo kKomutera AO

«ToBapuil» MO BOMNPOCY BblAEJEHUsS MaTepuaJbHOW MOMOIHU
npenojaBaTesnto BukrtopoBy H.K. B cBSI3U ¢ TsDKeJIbIM MaTepUabHbBIM
noJio)XeHueM. BbicTynaBivil 4ieH npodpkoMa COOOIIMI, YTO COTJIACHO
aKTy TpPOBEPKU MaTepUaJbHOTO TOJIOXKEHUS  TMpernojiaBaTelis
BuktopoBa H.K. 0oH HyxzaeTcs B MaTephaJbHOM TMMOMOUIA B
pasMepe....pyoJien.

HenmocTaruiye peKBU3UTHI YKAKUTE CaMOCTOSITEIbHO.

Bapuaum 5.

1.
2.

YTo noHMMaeTcs oA JOKYMeHTUPOBaHUEM?
OcCHOBHBbIE CIOCOOBI IOKYMEHTUPOBAHMUSI.
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3.

4

YTto Takoe peructpanus [JOKYMEHTOB UM KaKHhe pervcTpayoHHbIe
dOopMBbI HAXOJAT MPUMEHEHUE HA IPAKTUKE?

CocTaBbTe aKT O IpPOBEpPKe COXPAaHHOCTH [OKYMEHTOB Ha OCHOBE
npukasa aupekropa AO «Mepkypur» ot 00.00.0000 Ne . B akTe
YKQXKUTE, 4YTO MPOBEPKA COXPAHHOCTU YIpaBJIE€HYECKUX [JOKYMEHTOB
npoxoJusa B mnepuoj C ...1o0...00.00.0000. fokyMeHTbl XpaHATCA B
CTPYKTYPHBIX NOJipa3fiesieHussx U o61ieM oTaese. PakTOB Trubesu.
YTpaTrbl. Ilopyd WM HE3aKOHHOTO YHUYTOXEHUSA [JOKYMEHTOB He
YCTAHOBJIEHO. B 3aK/II0YMTE/NILHOU YaCTU PEKOMEHAYWUTE BbIJEJUTb U

O60py,£[OBaTb ClienqraJibHOE IToOMemeHe OJid apXruBd KOMUTETA.
He,ZLOCTaIOI_LU/Ie PEKBU3HUTDHI YKAKUTE CAMOCTOATEJIbHO.

Bapuanm 6.

1. Yrto npexncrasssieT cob0ou cTaHaapT?
2. Yto onpenensieT GpopMyJiIp JOKYMEHTA U YeEM OTJIMYAETCSI GOpPMYJiSap

JIOKyMeHTa oT ¢popMyJisipa —

o6pasua?

3. KakoBblI 33/1a4M U BHUbl KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB?

4. CocTaBbTe IMUCbMO-INIpUTJIallIEeHNEe BBICTABOYHOI'O MLEHTPA

busdgec» B AQO «KBaHT»

«IJKCIo-
C TIpeaJioXKeHUEM IpPeACTaBUTb CBOIO

npoaykuuio Ha BeicTaBke € 00.00.0000 o 00.00.0000.
HepocTatoniye peKBU3UThI YKAXKUTE CAMOCTOSITEJbHO.

Bpemsi Ha BbIIIOJIHEHME: 45 MMH.

[lepeyeHb 06 bEKTOB KOHTPOJIA

HauMeHoBaHHe 00bEKTOB
KOHTPOJIA 1 OIICHKH

OcCHOBHBbI € II0OKa3aTe/JH OLeHKH pe3yJjbTaTa

Y1. 0dopMIATH U NpOBEPSTH
NPaBUJIbHOCTb odopmIeHUs
JIOKYMEHTAallUh B  COOTBETCTBUM C
YCTAHOBJIEHHBIMU TPe6GOBAaHUSIMH, B TOM
YyycJe  HCH0JIb3ysd HWHPOpPMAIMOHHbIE

odopMyIeHHEe pacnopsUTENbHbIX U CIIPABOYHO-
MHPOPMaLMOHHbBIX JOKYyMEHTOB

3.1 OcHOBHbIE NOHATUS: LeJIH, 3a/la4y U
npuHiune! J0Y

HsnoxkeHWe NOHATHUS, LlesieH, 3a/ja4 U MPUHIMIIOB
J1eJIOIPOX3BO/ICTBA

3.2 ChcTeMbl JOKYMEHTALMOHHOT O
obecrneyeHUs ynpaBJeHUs], UX
aBTOMAaTH3AIUIO

-U3noxxeHue npaBus opopMIeHUs CUCTEM
JIOKYMEHTALMOHHOTO 00ecliedeHUs yIpaBeHusI

3.4 TpeboBaHMS K COCTABJEHUIO U
0dOpMIEHHIO JOKYMEHTOB

-U3noxenne npaBus 0QOpMJIEHHUA JOKYMEHTOB,
persameHTupoBaHHbIXx [OCToMm P6.30-2003

3.5 OpraHusanuio JOKyMeHToobopoTa:
npueM, 06paboTKy, perucTpaluio,
KOHTPOJIb, XpaHEHHUE JJOKYMEHTOB,
HOMEHKJIATYPY JieJ

H3/10xeHUe TexXHOJIOTUH npuema,
perucrpaumuu AOKYMEHTOB H
KOHTPOJIA 3a UX UCIIOJTHEHHUEM

00paboTKH,
OopraHu3aI U1
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UsnoxxeHne TpeboBaHUM K GOPMUPOBAHUIO U
opopMJIEHHUIO Jies1 /151 UX MOJITOTOBKHU K XpaHEHHUI0
Y BU/I0B HOMEHKJIATyphl e

IlIkasia o1leHKH 06pa30BaTe/IbHbIX 40CTUXKEHUN

[IpolieHT pe3yIbTaTUBHOCTHU O1eHKa YpOBHS MOATOTOBKH
(mpaBH/IBHbIX OTBETOB) 6aJs1 (oTMeTKa) BepOa/IbHbIN aHAJIOT
95 -100% 5 OTJIMYHO
94 - 75% 4 Xoporio
74 - 60% 3 Y 10BJIETBOPUTEJBLHO
MeHee 60% 2 Hey/10BJ1IeTBOPUTENLHO

5 CIIMCOK UCIIOJIb3YEMbIX NICTOYHUKOB

OCHOBHbIe UCMOYHUKU
1 Kysnenos, MW.H. /lokymMeHTallMOHHOe o0O0OeclieyeHrue yIpaBJIEHHUSs.
JIOKyMeHTOO060POT U JIeJIONPOU3BO/ICTBO: YIEOHUK U MPAKTUKYM JIJIsl
cpeaHero npodeccuoHanbHOro obpasoBanusi / U. H. Ky3HenoB. — 4-e

u3j., nepepab. u gomn.— MockBa: HUsgatenbctBo OpaiT, 2023. —
545 c.— (IlpodeccroHanbHOoe o6pa3oBaHue). — ISBN 978-5-534-
16004-8. — TekcT: asieKTpoHHbIM // Ob6pa3oBaTesibHasA NJaTdopma
IOpauTt [caitT]. — URL: https://urait.ru/bcode/523613 (nata

ob6pameHus: 05.02.2024).
2 Ilmwenko A.B. /lokyMeHTallMOHHOE obecrieyeHUe yrpaBJeHUs:: yiebHoe

usganue / [lmenko A.B., JloponuHa JI.A. - MockBa : Akagemus, 2023. -
192 c. (CneyuasibHOCTH CpeJHEr0 NpodpeCcCHuOHAbHOTO 06pa30BaHus).
- URL: https://academia-library.ru - Pexxum poctyna: JaeKTpoHHast
oubsmoreka «Academia-library». - TekcT : 3/IeKTpOHHbBIN

3 Ilmenko A.B. JlokyMeHTauWOHHOe obOecleyeHUe yIpPaBJIEHUS:
[IpakTukyMm: ydyeb6Hoe wusnaHue / Ilmenko A.B. /lopoHuna JIL.A. -
MockBa: Akazemus, 2017. - 160 c. (CneyualbHOCTH CpeAHEro
npodeccuoHasibHOro o6pa3oBanusi). - URL: https://academia-library.ru
- Pexxum poctyna: JjeKkTpoHHass 6ubsnoTreka «Academia-library». -
TeKcT: 3/1IeKTPOHHBIN

JlonosHume/ibHble UCMOYHUKU
1 KophHeeB, MW.K. JlokymeHTauuoHHOE obecniedeHWe  yIpaBJIEeHUS:

y4eOHUK Y MNpPaKTUKyM JJigd CpeJlHero npodecCUOHAJbHOTO
o6pa3zoBanusa / HU. K. Kopuees, A.B.Ilmenko, B.A.Mamypues.— 3-e

u3j., nepepab. u jgon. — MockBa: UsgartenbctBo HpainTt, 2024. —
438 c.— (IlpodeccronanbHoe o6paszoBaHue). — ISBN 978-5-534-
16002-4. — TekcT: asieKTpoHHbIM // Ob6pa3oBaTesibHasA NJaTdopma

IOpauT [canT]. — URL: https://urait.ru/bcode/539262
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2 2. JloponuHa, JI.A. JlokyMeHTallMOHHOe oObecredyeHUe yIpaBJIeHUS:
y4eOHUK W MNpPaKTUKyM JJisg CpeJiHero npodecCUuOHATbHOTO
ob6paszoBanusd / JI. A. lopouuHa, B. C. UpuTrkoBa. — 2-e u3zj., nepepad.
u jgon.— MockBa: WsparenbctBo Hpawnt, 2023.— 270c.—
(ITlpodpeccuonanbHoe ob6bpasoBanHue). — ISBN 978-5-534-16017-8. —
TekcT: asiekTpoHHbIM // O6pa3oBaTesibHasA miaaTdopma KOpauT [cauT].
— URL: https://urait.ru/bcode/530252

3 IlyBanoBa, H.H. [lokymeHTalniMoHHOe oO6ecreyeHUe yIpaBJIEHUS:

y4eOHUK ¥ MNpPaKTUKyM JJsg CpefHero mnpodecCUuOHaJbHOTO
o6pazoBanusa / H.H.llyBasoBa. — 3-e wu3a., nepepab. u ol —
MockBa: W31aTenbCcTBO OpaurT, 2023. — 247 c. —
(ITpodpeccuonanbHoe ob6bpaszoBaHue). — ISBN 978-5-534-16538-8. —
TekcT: anekTpoHHbIN // O6pa3oBaTesibHad maaTdopMma HOpait [calT].
— URL: https://urait.oru/bcode/531240

4 5. KazakeBuy, T.A. /loKyMeHTaLMOHHOe oOOecnedyeHUe YyIpaBJIEHUS :

Yy4eOHUK W TMPaKTUKyM [Jid cpeAHero mpo¢deccuoHalbHOTO
o6pa3oBanusa / T.A.KaszakeBuu, A.HU.Tkanuy.— 2-e u34., HUCOp. H
jon.—  MockBa: HsparenbctBo  HOpawt, 2023.— 177 c.—
(ITpodeccronanbHoe ob6pazoBanue). — ISBN 978-5-534-06291-5. —
TekcT : asiekTpoHHbIN // O6pa3oBaTesibHadA maatgopma OpauT [cauT].
— URL: https://urait.oru/bcode/513745

6 KPUTEPUU POPMHUPOBAHHNA OLLEHKHU 110 KAXKA0OMY OHEHOYHOMY
CPEACTBY

IIIkaJ/1a oueHKHu 06pa303aTe11belx AOCTI/I)KeHl/Iﬁ

[Ipo1eHT pe3y/IbTaTUBHOCTHU OlieHKa VDOBHA MOJATOTOBKHU
(mpaBUJLHBIX OTBETORB) 6as1 (oTMeTKa) Bep6aJbHbIM aHaJI0T
95 -100% 5 OTJIMYHO
94 -75% 4 Xopor1o
74 - 60% 3 Y10BJIETBOPUTEJILHO
MeHee 60% 2 Hey/10BJ1IeTBOPUTENLHO

7 KOJAUPUKATOP KOHTPO.JIbHBIX 3AJAHUN

Ne n/n Tun oyeHo4YHO20 Kpamkas xapakmepucmuka IIpedcmassieHue
Kod cpedcmesa OYEeHOYH020 cpedcmea OYeHOYH020 cpedcmea 8
OYeHOYHO ¢oHde

£
cpedcme
a
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JlenoBast u/wau posieBas
urpa

CoBMecTHas AeATeJIbHOCTb T'PYIIIbI
O6y‘-laI'OIJ_II/IXCH U InpenoaaBaTesid o4
ylnpaBJieHHEM IpernoaaBaTesid C LeJbo

pelieHus y4ebHbIX U
npodeccHoHaNIbHO-OPUEHTUPOBAHHbIX
3ajau nyTeMm UT'POBOTO
MOJeJIMPOBaHUS peasibHOU
npo6seMHON cuTyauuu. [lo3BossieT
OLleHMBAaTh YMeHHe aHaJIM3UPOBaTb U
peliaTb TUIUYHbIE

npodeccroHa bHbIE 33/1a41

Tema (mpo6siema),
KOHLIENUUS, PO H
OXXKHJ]aeMbIH pe3yJbTaT

Kelic-3azmaua

Y4ye6GHBIN MaTepHas NOAAeTCsA CTYyLeHTaM B
BUJle TmpobGseM (KelcoB), B KOTOPBIX
06y4arIuMcs NpeasaraeTcsi OCMbICIUTD
peasbHY0 NPOdECcCUOHANBHYIO CUTYALHIO
JUISl pelleHUs] AaHHOM mpo6JieMbl. 3HAHUS
NpUOGPETAIOTCS B pe3y/ibTaTe aKTUBHON U
TBOpPYECKON paboOThl: CaMOCTOSTEJbHOTO
OCyLIeCTBJIEHUS] lieJlenojlaraHus, c6opa
Heob6xoAUMON UHOpMaLUK, ee aHAJIU3A C

3ajaHusa Uil pelleHus
KeHc - 3aJ1a4u

pPa3HbIX TO4YE€K 3peHHud, BbIJIBUXKEHHUA
ruIoTe3hl, BBIBO/IOB, 3aKJ/IIDYEeHu4,
CaMOKOHTpPOJIA nponecca NoJIiy4eHus
3HAHHUU U €ro pe3ysbTaToOB.

KosiokBUyM CpeactBo KOHTPOJISA ycBoeHus1 | Bompockl no Temam /
y4e6HOTO MaTepuasa TeMbl, pasjesa | pa3fesaM AUCLUIIUHbI
WU paszesioB JAUCLUIJINHEL, | WU

OpraHHW30BaHHOEe KakK y4yeOHOe 3aHATHEe
B BU/Jle cobece/l0BaHus Npeno/jaBaTeis
C 00yYarIIMMHUCS.

npodeccCuOHaNBHOT0
MOAYJIst

KonTposibHas pa6oTta

CpenctBo NpOBEPKHU yMeHHUH
NPpUMEHATb INOJIy4YeHHbIe 3HaHHUA AJid
pellleHusl 3a/ay ONpejieJIeHHOro THUIa
110 TEME WJIU pasjieny

KoMnieKT KOHTpOJIbHBIX
3aJlaHU# 10 BapraHTaM

Kpyruibii croJ, | OueHo4YHble cpefcTBa, No3Bosdwuive | [lepeyeHb
JUCKyCCHS, JUCIYT, | BKIIOUYUTh OOy4YamIIUXC B MNPOLLECC | AUCKYCCUOHHBIX TEM JJif
Jie6aTbl 06Ccyx i eHus CIIOPHOTO  BOIPOCA, | IPOBEJEHUs1  KPYIJOro
npo6yieMbl W OLEHUTb HUX YMEHHE | CTOJa, JUCKYCCUH,
apryMeHTHpOBAThb COGCTBEHHYIO TOUKY | AMCIYTa, le6aToB
3peHus
[TopTdoano lleneBass momGopka paboT cTynaeHTa, | CTpykTypa nopTdosino
packphblBawllas ero MHAMBU/yalbHble
obpasoBaTesibHble  JOCTIXKEHUS] B
OAHOW WM HECKOJbKUX Yy4eOHBIX
JUCLMIIMH, B HpodeccHoHalbHOM
MoAyJle.
[IpoekT KoHeuHbII NpOAYKT, moJiydyaeMbld B | TeMa rpymnmoBbIX U/UJIU
pesyJsbTaTe MJIAHUPOBaHMUS U | MHAWBUAYaJbHbIX
BBIMIOJIHEHUSI KOMILJIEKCA Y4YeOHBIX U | IPOEKTOB
uccnef0BaTebCKUX 3aJlaHuH.
[To3BosisteT OLIEHUTb yMeHUs
oby4aroimuxcs CaMOCTOSITe/IbHO
KOHCTPYUPOBaTb CBOM 3HAHUA B
npouecce pelleHHA NPaKTHUYeCKUX

3aJlay ¥ npobJsieM, OpUEHTHPOBATHCS B
MHOOPMAIMOHHOM MPOCTPAHCTBE U
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YPOBEHb cbOpMHPOBAHHOCTH
AHAJIMTUYECKUX, MCCIe0BaTelbCKUX
HaBBbIKOB, HaBbIKOB IPAaKTUYeCKOTO U
TBOpPYECKOI'0  MbllUlIeHUs.  MoxeT
BBIMOJHATBCA B HWHAWBUYAJbHOM
nopsiJIKe WM FPyINNnod 06y4aromuxcsl.

PacyeTHo-rpaduyeckas
pa6ora

CpeacTBo NpPOBEPKHU yMeHUH
OpPUMEHSATh IOJIydeHHble 3HAHHUS 110
3apaHee omnpe/ieJIeHHONH MeTOJIUKe [/
pelieHus 3aJjad  WJIM 33JJaHUR 1O
MOJIYJIK0 WIH JIUCIMIJIMHE B I1EJIOM.

KommuiekT 3agaHuil s
BBIMOJIHEHUSI PAC4yeTHO-
rpaduueckoi paboThl

Pedepar

[IpoilyKT caMOCTOSATE/NILHOU paboThI
CTyZleHTa, TMpeACTaBJSIIINNA CcoO0H
KpaTKoe HW3JI0KeHHEe B NHUCbMEHHOM
BHUE MOJTY4YEHHBIX pe3yabTaToB
TEOPEeTUYECKOTO aHa/M3a
omnpeJle;leHHOM TeMbl, TJe aBTOp
PacKpbIBaeT CyTh rccaeayeMon
npo6JieMbl, NPUBOAUT  pas3JUYHbIE
TOYKH 3PEHHs], a TaKKe COGCTBEHHBIE
B3IJISIbI Ha Hee.

Tembl pedepatoB

10.

Jloksiajz, coobieHue

[IpolyKT caMoOCTOSITEeILHON pPaboOThI
CTyZleHTa, TMpPeACTaBJSIINNA CcOO0H
ny6Jn4HOe BBICTYILJIEHHE o
npeJCcTaBJeHUI0 NOJTY4YEeHHBIX
pe3yJbTaTOB pelleHUsl onpejesleHHON
TEMBI.

Tembl
COOOIeHUH

JIOKJ/1a/I0B,

11.

Tect

CpeAcTBO KOHTpOJIS, HAllpaBJeHHOe Ha
NPOBEPKY YPOBHS OCBOEHHUS
KOHTPOJINPYEMOT'0 TEOPETUUECKOTO U
IPaKTHUYeCKOro MaTeprasa 1o
JUIaKTUYECKUM eJJMHUIIaM
JUCLUIIIMHBI UM TpodeccHOHaIBHOTO
Mozayas. CucreMa
CTaHAAPTU3UPOBAHHBIX 3aJJaHUH,
NI03BOJISAIOIAsA AaBTOMATU3UPOBATh
npouesypy U3MepeHUsl YPOBHSA 3HaAaHUH
Y YMEeHUH 00y4yarmuxcs

donp TECTOBBIX

3aJlaHuH

12.

Acce

CpenctBo, MO3BOJISIKOLIEE  OLLEHUTD
yMeHUe O0Oy4YarwIlerocss MNUCbMEHHO
Hn3J1araTb CyTb MMOCTaBJEHHOH
npoGJIEMBI, CaMOCTOSITEJIbHO
IPOBOJUTb aHAJIU3 ITOH MPOGJIEMBIL.

TemaTuka acce

13.

[lpakTHyeckue  paboOThI
(npakTHyYeckoe 3aiaHUE)

JTO 3a/laHus, C MOMOIIbI0 KOTOPBIX Y
yJaliuxca dbopmupyroTcs 51
pa3BUBAIOTCA npaBUJIbHbIE
IpaKTHU4ecKue JelCTBUS.

Bupbr: HabJI0/IeH e,
U3MepeHUe, OTBIT,
KOHCTPYUpPOBaHUE WU AP.
3aJjaHUsA JIst
IpPaKTUYECKUX paboT

14.

JlabopaTopHble paboThl

JTo TmNpoBejeHHWE YYAIIUMUCH IO
33JlaHUI0 TpenojiaBaTesiss ONbITOB C
HCN0JIb30BaHUEM npubopoB,
npUMeHeHHeM HHCTPYMEHTOB u
JApyrux TEXHUYECKHX
MPUCIIOCO6JIEHU .

3agaHus JJIsI
JIabopaTOpPHBIX paboT

15.

OTueTnl 11O MMpaKTUKaM

CpeACTBO KOHTPOJIA, II03BOJIAIOMAA

Busbl pa6oT W 3amaHus
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obydarolieMycsi IpOAEMOHCTPUPOBATh | Ha y4eOHYI0 U
0600I1leHHble  3HAHUS, YMEHHUsI W | IPOU3BOJCTBEHHYIO
NpaKTUYECKUN ONBIT, IPUOOpPETEHHbIE | TPAKTUKY
3a BpeMsl NPOXOXKAEHUs Yy4eOHOU u
NPOU3BOJCTBEHHON NpPaKTUK. OT4eThl
no NpaKTUKaM MO3BOJIAAIOT
KOHTPOJIMPOBaTb B LieJIOM YCBOEHHE
OK u I[IK 0603HauenHbIx B OIOII.
16. 3ajaHue Ha BKP | [lepeuensb OCHOBHBIX Bonpocos, | BKP CII0
(AUMIOMHBIN NPOEKT, | KOTOPble [OJKHBI OBbITh PaCKpBITHI B
JUIJIOMHast paboTa) paboTe, a TaKXKe yKa3aHUA Ha
OCHOBHBbIE MH$OpMaLMOHHbIE
VICTOYHHUKHU.
17. Onpoc Cpeacrtso KOHTPOJISA 3HaHuM, | CIMCOK BOIPOCOB IO
MOJIyYeHHbBIX Ha 3aHSATUH TeMe/TeMaM
JUCIHHUTIVHBI, WK
npodeccuoHaJlbHOI0
MOAyJId
18. [lepeuenr BompocoB(maisa | CpeacTBo KOHTPOJISA 3HaHuM, | CIHMCOK BONPOCOB
3K3aMeHa, 3a4éTa) MOJIyYEHHbIX B pe3yJbTaTe U3y4YeHHUs
JUCHUIJINHBI, npodeccuoHaJbHOTO
MOJyJist
19. [lepedyenn 3aganuil (a5 | CpencTBo KOHTpPOJIA yMmeHul, | CUCOK 3afjaHUM
JK3aMeHa, 3a4€Ta) NPaKTUYECKOr0 OMNbITA MOJIyYEHHBIX B
pe3yJibTaTe U3y4YeHUS [AUCLUIINHBI,
npodeccuoHaIbHOT0 MOAYJIs

Onepatop 340 000 "KomnaHus "TeH3op"

JOKYMEHT MOAMUCAH SNTEKTPOHHOW NMOAMUCHIO
noanncAHO ®reoy BO "PrPTY", PIPTY, KaukoBckuii tOpuit BaneHTMHOBWY, 18.10.24 14:34 MNpocTas nognucb

3aBeaytoWwmin METOANYECKUM KabUHETOM (MSK)
®rboy BO "PIrPTY", PIPTY, CasenbeBa Onbra BUKTOpoBHa, 18.10.24 15:46 I'IpOCTaﬂE’r%nnMCb
3aM. ampektopa PCCK «PIPTY» no YP (MSK)

YTBEPXJEHO ®rboy BO "PrPTY", PIPTY, LUuHapeBa Tamapa AntbibaeBHa, 18.10.24 15:49 Mpocras nognucb

[vpektop PCCK «PTPTY» (MSK)




